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Placer County is committed fo ensuring that persons with disabilities are provided the resources to participate fully in its public
meetings. If you are hearing impdired, we have listening devices available. If you require additional disability-related modifications or
accommodations, including auxiliory cids or services, please contact the Executive Secretary. if requested, the agenda shall be
provided in gppropriate alternative formats to persons with disabilities. All requests must be in wiiting and must be received by the
Executive Secretary five business days prior to the scheduled meefing for which you are requesting accommodation. Requests
received after such fime will be accommodated only if time permiits.

MEETING LOCATION:

Placer County Child Support Services -
1000 Sunset Boulevard, Suite 200
Rocklin, CA 95765-- 530.889.4060

300PM  OPEN SESSION
Roll Call
Flag Sqlufel
I Agenda Approval
1. Approval of Minutes from previous meeting ~- June 22; 2017

HI. Public Comment: Persons may address the Commission on items not on
this agenda. Please limit comments to 3 minutes per person since the time
allocated for Public Comment is 15 minutes. If all comments cannot be
heard within the 15-minute time limit, the Public Comment period will be
taken up at the end of the regular session. The Commission is not
permitted to take any action on items addressed under Public Comment.

Iv. Old Business
A. Request to create the clossification specification of Stoff
Services Manager, salary grade MGMT 426.
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V. New Business

A. Request for approval to extend Work out of Class Pay
pursuant to Placer County Code Section 3.08.510 (C){5)(c) for
employees assighed to the Department of Administrative
Services, Library, and Health and Human Services (2).

B. Request for approval of the results of the Fiscal S’rudy
- pertaining to the Accountant/Auditor series:

1. The proposed revisions to the classification specifications
for the following classifications:

a. Accountant Auditor | with  classification
specification updates  and title change to
Accountant [;

b. Accountant Auditor I with  classification
specification updates and title change fo
Accountant |l; :

c. Accountant Auditor, Senior- with classification
specification updates and title change fo
Accountant, Senior;

-d. Accountant Auditor, Supervising with classification
specification updates.

2. Creation of the following classifications:

a. Auditor | at the recommended salary grade of
"PROF 208 ($4,606.62 - $5,599.40 monthly);

b. Auditor Il at the recommended salary grade of

 PROF 220 ($5,332.86 ~ $6,482.11 monthly);

c. Auditor, Senior at the recommended salary grade
of PROF 232 ($6,173.38 - $7,503.79 monthly);

d. Accountant, Supervising at the recommended
salary grade of MGMT 424 ($6,403.39 - $7,783.38
monthly).

3. The administrative placement of the incumbents into the

" recommended classifications as indicated. on the

dllocation spreadsheet (Attachment A), pursuant to
Placer County Code section 3.08.480. '

C. Request for approval to reclassify an Executive Secretary to
the classification of Administrative Technician and the non-
-competitive promotion of the curent incumbent at the
County Executive'’s Office-General Liabilities division.
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D. Request for approval of revisions to the classification
specifications of Economic Development Specialist and
Economic Development Specialist-Senior

v

VL. COMMUNICATIONS Reports to the Commission are lnformo’nondl
items only No action will be taken.

A Provisional Appointments — (One) Library

B. Staff Reports and Correspondence
1. Staff updates-None

C. Commissioner Comments

CLOSED SESSION
Vil.  PUBLIC EMPLOYEE PERFORMANCE EVALUATIONS

“A. . Evaluation of performonce’ of various Placer County
employees pursuant to Government Code Section 54957 and
pursuant to Placer County Chapter 3 Section 3.04.650.

- OPEN SESSION

Vill. Report of action taken in closed session pursuant fo- Government
- Code Section 54957.1.

IX. Approval of merit increases for classified employees pursuant to
Section 3.04.650 (progression in steps) of the Placer County Code.

X Adjour.nmen’r'

Civil Service Commission ~ Upcoming Regular Meeting

Monday, August 14, 2017 - 2:00 p.m.-Placer County Administrative Center - Tahoe City
- 775 North Lake Boulevard, Tahoe City CA 96145

530.581.6200
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Special Meeting Minutes

145 Fulweiler Avenue, Suite 200 Lori Walsh, Human Resources Director

Auburn, California 95603 ) Paula Hood, Commission Clerk
' Main Office: 530.889.4067

www.placer.ca.gov

Placer Counly is committed to ensuring that persons.with disabilifies are provided the resources to parficipate fully in its public
meetings. If you are hearing impaired, we have listening devices available. If you require additional disability-related modifications or
accommodations, including auxiliary aids or services, please contact the Executive Secretary. If requested, the agenda shall be
provided in appropriate altemative formats to persons with disabilifies. All requests must be in wiiiing and must be received by the
Executive Secretary five business days prior to the scheduled meeting-for which you are requesting accommodation. Requesis
received after such time will be accommodated only if fime permits. :

MEETING LOCATION:

Placer County Child Support Services
1000 Sunset Blvd. 2nd Floor

Rocklin, CA 95765 --- 530.889.4060

- 1:30 PM OPEN SESSION
Roll Call -All Commissioners were present at roll call.

Flag Salute - Led by Commissioner Ward.

I Agenda Approval .
It was moved by Nelson and seconded by LeDoux that the agenda
be approved. Motion carried unanimously. ' '

II. Approval of Minutes from previous meetings

May 8, 2017 E
It was moved by LeDoux and seconded by Costa to approve the
May 8, 2017 minutes. Motion caried unanimously.

June 12, 2017
Commissioner Randolph adopted the June 12, 2017 minutes.

ll. Public Comment: Persons may addiess the Commission on items not on this
agenda. Please limit comments to 3 minutes per person since the time allocated for Public
Comment is 15 minutes. [f all comments cannot be heard within the 15-minute time limit, the
Public Comment period will be taken up at the end of the regular session. The Commission
is not permitied to take any aciion on items addressed under Public Comment.
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VL.

Oid business'

The Commission reported on the findings from a disciplinary héaring'
held on March 21, 23, 24, and April 7, 2017. On May 4, 2017 the
Commission upheld the Department’s disciplinary decision by.a vote

of 4-1.

New Business

A.

Request for approval of Work out of Class Pay pursuant to
Placer County Code Section 3.08.510 (C})(5){c) for an
employee assigned to the Depariment of Public Works and

“Facilities.

It was moved by LeDoux and seconded by Costa that the
Commission approve the work out of class request submitted
by the Department of Public Works and Facilities.

" Motion carried unanimously.

Request opprovdl for revision to the classification specification
of Management Analyst-Senior for the County Executive's
Office.

It was moved by LeDoux and seconded by Neison that the
Commission approve the revision to the classification
specification  of Management Analyst-Senior for the County
Executive's Office. '

Motion carried unanimously.

Request to create the dlassification specification of Staff
Services Manager, salary grade MGMT 426.

The Commission discussed the creation of the classification
specification of Staff Services Manager. No decision was
reached. The Commission unanimously decided to continue
this matter until the July 10,2017 CSC meeting.

COMMUNICATIONS - Reports to the Commission are informational
items only. No action will be taken.

A

Provisional Appointments - None reported

Staff Reports and Correspondence
1. Staff updates

Nothing to report.
Commissioner Comments

No comments.
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CLOSED SESSION 42:40 p.m.
VIl - PUBLIC EMPLOYEE PERFORMANCE EVALUATIONS
A. - Evaluation of performance of various Placer County
employees pursuant to Government Code Section 54957 and

pursuant fo Placer County Chapter 3 Section 3.04.650.

B. Evaluation of performance of the Human Resources Director
pursuant to Government Code Section 54957.

OPEN SESSION 2:52 p.m.

VIIL ‘Report of action taken in closed session pursuant to Government
Code Section 54957.1. No action o report.

IX. Approval of merit increases for classified employees. pursuant to
Section 3.04.650 (progression in steps) of the Placer County Code.
It was moved by LeDoux and seconded by Ward that the classified
merit increases be approved. Motion carried unanimously.

X. Adjournment 2: 56 p.m.

There being nothing further fo cone before the Commission, it was
moved by Costa and seconded by LeDoux that the meeting be
adjourned. Motion carried unanimously.

PLACER COUNTY CIVIL}SERVICE COMMISSION

Andrae Randolph, Chair . v Paula Hood, Commission Clerk
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MEMORAN DU M www.placer.ca.gov
To: Civil Service Commission
From: Lori Walsh, Human Resources Director
By: Hedy Dehghan, Human Resources Manager
Date: July 10, 2017 : ' . ,
Subject: Request for Creation of a new Classification Specification — Staff Services Manager
Recommendation

It is recommended that the Civil Service Commission approve the creation of a new classification
specification of Staff Services Manager and recommend to the Board of Supervisors placement
in salary grade MGMT 426 ($6,553.54 - $ 7,965.86/monthly).

Background

As your Commission is aware, the County embarked on a classification study last fall to include
a review of the professional and management classifications utilized in the fiscal functional area
on a County-wide basis. As a result of meeting with the various departments that utilize these
classifications during the course of this study, the need for a new classification outside the scope

- of the fiscal study was identified. As the Human Resources Department (HR) continued to engage
in these conversations, multiple departments conveyed a need for a management-level
classification, responsible for non-fiscal or non-budget related duties and responsibilities requiring
management-level discretion and decision-making.

Conceptually, this management-level classification will serve in an advisory role and provide
highly responsible and complex professional assistance to executive management in areas such
as organizational development, administration and staffing, and strategic planning. This
classification will manage, through lower-level supervisors, and engage in administrative functions
of large, complex departments with multiple divisions, budget units, and larger staff resources.
These administrative funictions will include, but not be limited to, human resources and/or general
administrative support, regulatory and legislative compliance, policy analysis and development,
public information and community outreach, analyses of organization systems and procedures,
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and grants and contracts administration. This proposed classification will have an active role on
‘the management team of the assigned department, including participating in administrative and
programmatic/operational strategic planning, policy analysis and development, change
management, and legislative and regulatory compliance initiatives. Further, this new classification
will provide a career path for the Staff Services Analyst series for the larger departments that
break out the management oversight of administration as opposed to their fiscal operations.

Basis for Recommendation

This newly proposed classification of Staff Services Manager will fill a void that some of our
operating departments currently operate under. HR recognizes the need for this new
classification to assist our departments in meeting their overall operating needs and'in broadening
the career path for current County employees. Any future appointments to this classification will
be made through a competitive recruitment process.

Attached for the Commission’s consideration is a copy of the propgsed classification specification
for Staff Services Manager.

Attachment: Classification Specification
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STAFF SERVICES MANAGER

DEFINITION

To plan, organize, direct, supetrvise, and manage the activities of a department-wide
function or major service area; serve in an advisory role and provide highly responsible
and complex professional assistance to executive management staff in areas such as
organizational development, staffing, strategic planning, business processes, legislative
analysis, and related areas; research and analyze departmental practices and procedures and
develop recommendations for organizational, programmatic, policy, and procedural
improvements and updates; coordinate assigned areas of responsibility as a representative
of the department with other County departments and divisions and with external
stakeholders. '

DISTINGUISHING CHARACTERISTICS

The manager level recognizes positons that provide full and functional management
responsibility for a division or program area within a department. Performance of the work
requires the use of considerable independence, initiative, and discretion within established
guidelines. :

This class is distinguished from the Staff Services Analyst, Senior by having substantive
and significant management level responsibility over a specific area or specialty, including
short- and long-term planning and development and administration of department-wide
policies, procedures, and services. This class is further distinguished from the
Administrative Services Officer series in that the latter has responsibility for implementing
and maintaining the budget process and fiscal recordkeeping and reporting operations with
day-to-day oversight and participation in fiscal/accounting operations and budget
preparation/monitoring activities for assigned department/division.

'SUPERVISION RECEIVED AND EXERCISED

Receives general direction from higher level management staff.

Exercises direct supervision over supervisory, professional, technical, and clerical
personnel.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to,
the following:

Assume full management responsibility for assigned administrative, operational, and
programmatic activities and analyses in assigned areas of responsibility including
organizational development, staffing, department wide business processes, policy,
procedural, and legislative analysis. '
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Research and evaluate the effect of current and pending legislation affecting the department
and County; prepare critiques and research papers; advise management and recommend
and implement policy and procedural changes.

Develop, recommend, and implement program goals and objectives within assigned
department; oversee and participate in the development and implementation of strategies
and work plans for the achievement of these goals.

Provide leadership and supervision to professional, technical, and administrative support
staff, either directly and through subordinate staff; coordinate staff training; participate in
selection of staff; conduct performance evaluations; recommend and implement discipline
procedures as appropriate; organize, assign, review, and evaluate work products, methods,
and procedures. : :

Contribute to the overall quality of the assigned areas of responsibility by developing,
reviewing, and implementing policies and procedures to meet legal requirements and
departmental needs; continuously monitor and evaluate the efficiency and effectiveness of
* service delivery methods and procedures; assess and monitor the distribution of work,
support systems, and internal reporting relationships; identify opportunities for
improvement; direct the implementation of change; prepare various staff reports on
operations and activities. a

Develop departmental standards for projects, programs, and studies including
methodology, deliverable templates, and performance measurements. . '

Provide consultation to meet staff needs including recommending, designing, and
coordinating changes to both business practices and specific technology solutions.

Represent assigned department on personnel matters such as staffing, recruitment,
selection, classification; act as departmental liaison with the Human Resources
Department; provide or coordinate staff training; assist in working with employees to
correct deficiencies and/or implementing discipline procedures.

Lead and participate in internal and interagency technical work groups to gather
information for policy and decision making and to serve as an advisor in advancing and
representing the priorities and interests of the department.

Interpret departmental business needs and identify and analyze critical issues; recommend
solutions and resolve complex problems; develop new processes and procedures to meet
requirements and anticipated changes; advise staff and management on changes.

Plan, organize, manage, and participate in conducting productivity and efficiency studies,
performance audits, management reviews, and administrative analyses of organization
systems and procedures; develop cost analyses and perform program evaluations; prepare
complex analytical and statistical reports.

Serve as a liaison between the department and federal and state legislators, other
government entities, interest groups, and other stakeholders to advance and represent the
priorities and interests of department and County.
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Develop consultant requests for proposals for professional services and administer the
advertising and bid processes; evaluate proposals and recommend project award; negotiate
contracts and agreements and administer same after award.

Make presentations to the public, community groups, various committees, and elected

" boards.

Build and maintain positive workmg relationships with co-workers, other County
employees, and the public using principles of good customer service.

Perform related duties as assigned.’

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of employee supervision, including work planning,
assignment, review and evaluation, and the training of staff in work procedures.

Standard accepted principles and practices of motivation, team building, and COIlﬂlCt
resolutlon

Administrative principles and practlces including goal settmg, program development,
implementation, and evaluation, and project management.

Organizational and management practices as applied to the analysis, evaluation,
development, and implementation of programs, policies, and procedures.

Principles and practices of local government and county administration, organization,
programs and functions.

Advanced principles, practices, concepts, theories, research methods, and sources of
information related to assigned area of responsibility. ' ’

Principles and téchniques of administrative analysis, including workload
measurement, work flow and layout, work simplification, and systems and procedure
analysis.

Applicable federal, state, and local laws, regulations, ordinances, and organizational
policies and procedures related to areas of responsibility.

Practices of researching issues, evaluating alternatives, making sound
recommendations, and preparing and presenting effective reports.

Statistical methods and analysis and the use and interpretation of statistics in reports

Modern office practices, methods, computer equipment, and applications' related to
the work. :

Techniques for effectively representing the County in contacts with governmental
agencies, community groups, various business, professional, educational, and
regulatory organizations, and the public.
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Ablhty to:

Provide leadership and technical guidance as an advisor in assigned area of
responsibility including performing varied duties that may include uncertainty in
approach, methodology, or interpretation and evaluation processes, as well as
continuing changes in program, technological developments, or conflicting
requirements. '

Develop and implement goals, objectives, policies, procedures, new techniques,
establish work standards, and internal controls for assigned program areas.

Provide administrative and professional leadership and direction for assigned
programs and projects.

Conduct complex research projects, evaluate alternatives, make sound
recommendations, and prepare effective technical reports.

Interpret, apply, and ensure compliance with federal, state, and local policies,
procedures, laws, and regulations.

Plan, organize, direct, and coordinate the work of assigned staff; delegate authority
and responsibility.

Select, train, motivate, and evaluate the work of staff and train staff in work
procedures. '

Understand the organization and operation of assigned department and the County as
necéssary to assume assigned responsibilities.

Work with various cultural and ethnic groups in a tactful and effectlve manner.
Prepare comprehensive, clear, and highly complex reports.
Communicate clearly and concisely, both orally and in writing.

Effectively represent the department and County with those contacted during the
course of work. '

Establish and maintain positive working relationships with co-workers, other County
employees, and the public using principles of good customer service.

On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers and special projects; identify and interpret technical and
numerical information; observe and problem solve operational and technical policies
and procedures; and explain County and Department policies and procedures to the
general public and County staff.

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach
equipment surrounding desk; walk, stand, bend, squat, kneel, or twist, carry materials
or retrieve/ return files from drawers; perform simple grasping and fine manipulation;
use telephone, and write or use a keyboard to communicate through written means or
enter/retrieve data from computer; and lift light weight.
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Experience and Training
~ Any combination of experience and training that would provide the required knowledge
- and abilities is qualifying. A typical way to obtain the required knowledge and abilities
would be: : ' : :

Experience:

Five years of increasingly responsible work experience managing programs
and/or conducting detailed analysis requiring the preparation and submission of
findings with recommendations to executive management staff, including two
years of supervisory responsibility.

Training: |
Equivalent to a Bachelor's degree from an accredited college or university with

major coursework in public or business administration, political science, or a
related field.

License or Certificate: ,
- May need to possess a valid driver's license as required by the position and in
accordance with the California Vehicle Code. Proof of adequate vehicle
insurance and medical clearance may also be required.
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STAFF SERVICES MANAGER

DEFINITION

To plan, organize, direct, supervise, and manage the activities of a department-wide
function or major service area; serve in an advisory role and provide highly responsible
and complex professional assistance to executive management staff in areas such as
organizational development, staffing, strategic planning, business processes, legislative
.analysis, and related areas; research and analyze departmental practices and procedures and
develop recommendations for organizational, programmatic, policy, and procedural
improvements and updates; coordinate assigned areas of responsibility as a representative
of the department with other County departments and divisions and with external
stakeholders. ' '

DISTINGUISHING CHARACTERISTICS

The manager level recognizes positons that provide full and functional management
responsibility for a division or program area within a department. Performance of the work
requires the use of considerable independence, initiative, and discretion within established
guidelines. ' ’

This class is distinguished from the Staff Services Analyst, Senior by having substantive
and significant management level responsibility over a specific area or specialty, including
short- and long-term planning and development and administration of department-wide
policies, procedures, and services. This class is further distinguished from the
Administrative Services Officer series in that the latter has responsibility for implementing
and maintaining the budget process and fiscal recordkeeping and reporting operations with
day-to-day oversight and participation in fiscal/accounting operations and budget
~ preparation/monitoring activities for assigned department/division. ‘

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from higher level management staff.

Exercises direct supervision over supervisory, professional, technical, and clerical
personnel.

EXAMPLES OF ESSENTIAL DUTIES — Duties may include, but are not limited to,
the following:

Assume full management responsibility for assigned administrative, operational, and
programmatic activities and analyses in assigned areas of responsibility including
organizational development, staffing, department wide business processes, policy,
procedural, and legislative analysis.
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Research and evaluate the effect of current and pending legislation affecting the department
and County; prepare critiques and research papers; advise management and recommend
and implement policy and procedural changes.

Develop, recommend, and implement program goals and objectives within assigned
department; oversee and participate in the development and implementation of strategies
~ and work plans for the achievement of these goals.

Prov1de leadership and supervision to professional, technical, and admlmstratlve support
staff, either directly and through subordinate staff; coordinate staff training; participate in
selection of staff; conduct performance evaluations; recommend and implement discipline
procedures as appropriate; organize, assign, review, and evaluate work products, methods,
and procedures.

Contribute to the overall quality of the assigned areas of responsibility by developing,
reviewing, and implementing policies and procedures to meet legal requirements and
departmental needs; continuously monitor and evaluate the efficiency and effectiveness of
service delivery methods and procedures; assess and monitor the distribution of work,

support systems, and internal reporting relationships; 1dent1fy opportunities for
improvement; direct the implementation of change; prepare various staff reports on
operations and activities. :

Develop departmental standards for projects, programs, and studies including
methodology, deliverable templates, and performance measurements.

Provide consultation to meet staff needs including recommending, designing, and
coordinating changes to both business practices and specific technology solutions.

Represent assigned department on personnel matters such as staffing, recruitment,
“selection, classification; act as .departmental liaison with the Human Resources
Department; provide or coordinate staff training; assist in working with employees to
correct deficiencies and/or implementing discipline procedures.

Lead and participate in internal and interagency technical work groups to gather
information for policy and decision making and to serve as an advisor in advancing and
representing the priorities and interests of the department.

Interpret departmental business needs and identify and analyze critical issues; recommend
solutions and resolve complex problems; develop new processes and procedures to meet
requirements and anticipated changes; advise staff and management on changes.

Plan, organize, manage, and participate in conducting productivity and efficiency studies,
performance audits, management reviews, and administrative analyses of organization
systems and procedures; develop cost analyses and perform program evaluations; prepare
complex analytical and statistical reports.

‘Serve as a liaison between the department and federal and state legislators, other
government entities, interest groups, and other stakeholders to advance and represent the
priorities and interests of department and County.
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Develop consultant requests for proposals for professional services and administer the
advertising and bid processes; evaluate proposals and recommend project award; negotiate
contracts and agreements and administer same after award.

Make presentations to the public, community groups, various committees, and elected

boards.

Build and maintain positive working relationships with co-workers, other County
employees, and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of employee supervision, including work planning,
assignment, review and evaluation, and the training of staff in work procedures.

Standard accepted prmc1ples and practices of motivation, team building, and conflict

: resolutlon

Administrative principles and practices, including goal setting, program development,
implementation, and evaluation, and project management.

Organizational and management practices as applied to the analysis, evaluation,
development, and implementation of programs, policies, and procedures.

Principles and practices of local government and county administration, organization,
programs and functions.

Advanced principles, practices, concepts, theories, research methods, and sources of
information related to assigned area of responsibility.

Principles and techniques of administrative analysis, including workload
measurement, work flow and layout, work simplification, and systems and procedure

analysis.

Applicable federal, state, and local laws, regulations, ordinances, and organizational
policies and procedures related to areas of responsibility.

Practices of researching issues, evaluating alternatives, making sound
recommendations, and preparing and presenting effective reports.

Statistical methods and analysis and the use and interpretation of statistics in reports

Modetn office practices, methods, computer equipment, and applications related to
the work.

Techniques for effectively representing the County in contacts with governmental
agencies, community groups, various business, professional, educational, and
regulatory organizations, and the public.
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Ability to:

Provide leadership and technical gﬁidance as an advisor in assigned area of
responsibility including performing varied duties that may include uncertainty in

- approach, methodology, or interpretation and evaluation processes, as well as

continuing changes in program, technological developments,- or conflicting
requirements. : '

Develop and implement goals, objectives, policies, procedures, new techniques,
establish work standards, and internal controls for assigned program areas.

Provide administrative and professional leadership and direction for assigned
programs.and projects.

Conduct complex research projects, evaluate alternatives, make sound
recommendations, and prepare effective technical reports.

Interpret, apply, and ensure compliance with federal, state, and local policies,
procedures, laws, and regulations.

Plan, organize, direct, and coordinate the work of assigned staff; delegate authority
and responsibility.

Select, train, motivate, and evaluate the work of staff and train staff in work

~ procedures.

Understand the organization and operation of assigned department and the County as
necessary to assume assigned responsibilities. " '

Work with various cultural and ethnic groups in a tactful and effective manner.
Prepare comprehensive, clear, and highly complex reports.
Communicate cleatly and concisely, both orally and in writing.

Effectively represent the department and County with those contacted during the
course of work. ' ‘

Establish and maintain positive working relationships with co-workers, other County
employees, and the public using principles of good customer service.

On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers and special projects; identify and interpret technical and
numerical information; observe and problem solve operational and technical policies
and procedures; and explain County and Department policies and procedures to the
general public and County staff.

On a continuous basis, sit at-desk for long periods of time; intermittently twist to reach
equipment surrounding desk; walk, stand, bend, squat, kneel, or twist, carry matetials
or retrieve/ return files from drawers; perform simple grasping and fine manipulation;
use telephone, and write or use a keyboard to communicate through written means or
enter/retrieve data from computer; and lift light weight.
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Experience and Trammg

Any combination of experience and training that would provide the reqmred knowledge
and abilities is qualifying. A typical way to obtain the required knowledge and abilities
would be:

Experience:

Five years of increasingly responsible work experience managing programs
and/or conducting detailed analysis requiring the preparation and submission of
findings with recommendations to executive management staff, including two
years of superv1sory responsibility.

Training:

Equivalent to a Bachelor's degree from an accredited college or university with
major coursework in public or business administration, political science, or a_
related field.

License or Certificate:
May need to possess a valid driver's license as required by the position and in
accordance with the California Vehicle Code. Proof of adequate vehicle
insurance and medical clearance may also be required.



COUNTY ,4

sPlacer
o

HUMAN RESOURCES

DATE: July 10, 2017
TO: Civil Service Commission

FROM: Lofi Walsh, Director of Human Resources‘

- SUBJECT: Work-Out-of-Class Pay

We have received the following departmental request(s) for work-out-of-class pay extensions.
Listed below are the department(s), employee number(s), and time period(s) requested. The
Human Resources Department has previously approved work-out-of-class pay and we are
requesting the Civil Service Commission approve additional extension(s) as per Placer County
Code 3.08.510 C.5.c. Supporting documentation has been attached to this memo.

Depariment Employee Number ' Dates Approximate

Administrative Services 51234764 " 8/18/2017-07/06/2018 323 days
HHS 01163231 _ 8/03/2017-02/02/2018 180 days
HHS 01158760 8/03/2017- 02/02/2018 180 days
Library. ' 51234427 7/02/2017-01/02/2018 180 days

Recommendation: It is recommended that the Civil Service Commission approve the above
work-out-of-class pay extension(s) in recognition of the duties being performed.

CC: Jeff Brown —HHS
Mary George - Library Serwces
Jerry Gamez-Administrative Services
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TO: Lori Walsh, Human Resources Director

FROM: Jerry Gamez, Director of Administrative Services
DATE: July 10, 2017 |

SUBJECT: Request to Extend Work Out of Class (WOC) Pay

ACTION REQUESTED

Employee ID: 51234764

Current Classification: Administrative Clerk Journey
WOC Classification: Buyer |

Initial WOC Effective Date: February 18, 2017, PP 19, FY16/17
Requested Extension Eff. Date: August 18, 2017, PP06, FY17/18

* Expiration Date of WOC: July 6, 2018, PP02 FY18/19

REASON FOR WOC

. Fill Behind a: [0 Leave of Absence [ Retirement [J Resignation [1 WOC

Other: [0 Peak Workload/SpéciaI Project [ Pending Reclassification / Reallocation
Other: Backfilling Buyer Il which transitioned to the ERP project Team

PLAN TO END TEMPORARY WOC

O Request Submitted to Fill Vacancy 0 Completion of Peak Workload / Special Project
[0 Return of Incumbent from LOA Other — Work out of class will end with completion
of ERP Project on July 1, 2018.
BACKGROUND '

This request is to extend the Work out of Class assignment for the current incumbent as a Buyer | through
July 8, 2018. The term on the requested Work out of Class extension coincides with the Enterprise
Resource Planning Project’s “go-live” timeline projected for the beginning of the Fiscal Year 2018/19, July 1,
2018. This Buyer | position serves as part of a team of five individuals providing procurement services and
support to County Departments. These duties include processing new bids, solicitation of quotes, the
renewal of approximately 200 annual Blanket Purchase Orders, and the rebidding of an estimated 60
Blanket Purchase Orders during the Work Out of Class period being requested. With the reassignment of
the Buyer Il to the Enterprise Resource Planning (ERP) project, a significant gap in the coverage for the
Procurement Division was created. The Buyer | position has assumed the responsibilities for many of the
projects that were handled by the previous incumbent, and assists the Division by handling many of the
smaller bids and quotes, freeing other staff up for the larger projects. This Buyer | assignment has enabled
the Division to better allocate other staff to focus on larger, more complex bid and request for proposal
projects without taking additional time away to work on smailer bids and quotes. This request will provide.
the Department ample time to evaluate alternate staffing models for providing continued support to the
County’s ERP project, while also providing coverage for work on service level agreements for the acquisition
of goods & services made on the County’s behalf. Without this Buyer | assignment, the workload of other
staff in this division would increase expeditiously and, as a result, could become back-logged. Approving
this work out of class assignment is integral to the successful operations of the Procurement Division. While
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Regquest for Work Out of Class (WOC) Pay

some of the Adminis'trative Clerk Journey duties continue to be performed by this employee, a part-time,
temporary employee is also being utilized to assist in completing this workload.

RECOMMENDATION

It is therefore recommended that this employee be approved to receive WOC pay. Consistent with the
guidelines presented under the Placer County Code section 3.08.510, and the PPEO and PCDSA MOUs,
additional compensation for WOC pay shall be no less than.a minimum of five percent (5%) or exceed a
maximum of fifteen percent (15%). The specific amount of the additional compensation will be determined
by an analysis of the employee’s current classification and the proposed WOC classification and in no case
will exceed the amount the employee would receive if promoted to the WOC classification.

AUTHORITY

In line with the principle that an employee assigned higher level work or assigned to work in a position
having discernibly higher job duties should receive higher pay, positions within the classified service may be
eligible for WOC assignments. Individual employees may be certified by the Human Resources Depariment
as being eligible for WOC pay when so assigned by the appointing authority or designee of that appointing
authority (PCC sec. 3.08.510, PPEO and PCDSA MOUs). .

PROVISIONS FOR WOC ASSIGNMENTS

o In consideration for the temporary nature of the WOC assignment and the fact that
appointment has not been made to the WOC classification, the following guidelines apply:

o For evaluation purposes, employee is rated in his or her current classification.

o Evaluation rating periods are not impacted by WOC assignments. ‘

o Employee will continue to be eligible for merit increases as outlined in PCC section
3.04.650. A

o Employee will continue to accrue seniority in his/her regular position/classification.

o Employee will continue to receive the benefit package associated with his/her regular
position/classification.

o WOC compensation will not be considered or paid for assignments for two workdays or less or
for training purposes. ' ’ ‘

e The department must notify the Human Resources Department when the WOC employee has
a leave of absence that exceeds ten (10) working days since this will result in ending WOC
compensation. The department must then notify Human Resources and submit the
appropriate paperwork prior to continuing the employee in a WOC assignment upon his/her
return from leave. , : .

e Additional compensation for WOC shall be no less than a minimum of five percent (5%) or
exceed a maximum of fifteen percent (15%). Salary amount will be rounded down to the
nearest whole percentage as determined by Human Resources. _

e Additional compensation will be reported as pensionable special compensation if it meets the
criteria defined by CalPERS. _

e While this WOC request is for a period of time not to exceed 180 days, it may end earlier as

" determined by the appointing authority. :

¢ Employee is not to begin the WOC assignment until the Human Resources Department
certifies the individual is eligible for WOC pay.

e The requesting department is responsible for sharing this WOC request and the provisions set
forth for a WOC assignment with the employee.

ﬁ& Information verified by HR Updated 1/2017
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TO: Lori Walsh, Human Res.ources Director

FROM: Jeff Brown, Health and Hum‘an Services Director
DATE: ~ July 10,2017

SUBJECT: Request for Work Out of Class (WOC) Pay

ACTION REQUESTED
Employee ID: 01163231 ‘ :

Current Classification: Client Services Program Specialist - Senior
WOC Classification: Client Services Program Specialist - Supervisor
Initial WOC Effective Date: February 6, 2017

Requested Extension Eff. Date: August 3, 2017

Expiration Date of WOC: - February 2, 2018

REASON FOR WOC

~ Fill Behiﬁd a: (1 Leave of Absence L[] Retirement [ Resignation (] WOC

Other: ] Peak Workload/Special Project Pending Reclassification / Reallocation:
' [1 Other: .

PLAN TO END TEMPORARY WOC -

(] Request Submitted to Fill Vacancy [J Completion of Peak Workload / Special Project
1 Return of Incumbent from LOA Other - Pending Reclassification / Reallocation
BACKGROUND

Due to recent staffing changes and a review of the organizational structure within the Public Health
Division of Health and Human Services, it became apparent that a first line supervisory position in the
Children’s Medical Services Programs was necessary. The employee was assigned supervisory
responsibilities in February 2017 and was placed into a WOC assignment. The Human Resources
Department is currently conducting a study of eligibility positions within the Department of Health and
Human Services, and it is anticipated that those results will be presented to your Commission in the

coming months.

In the meantime, we are requesting an extension of the current WOC for the employee to fill the need of a
direct supervisor.  The employee has been in the role of the Senior Client Services Program Specialist for
over 1.5 years. She has the training and experience to immediately begin to function in a supervisory role.

Information verified by HR | Updated 1/2017
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' Re‘q_u'est for Work Out of Class (WOC) Pay

Key functions will include: (1) establishing and implementing state program -eligibility regulations, ()
supervise and evaluate four program eligibility and clerical staff, (3) provide technical expertise in program
eligibility and client billing issues. This position is 100% funded by outside allocations. Because this
program provides direct services to the community, maintaining continuity at the program eligibility level is
critical.

RECOMMENDATION

It is therefore recommended that the employee, Senior CSPS, be approved to extend their WOC pay as a
Supervising CSPS effective August 3, 2017. ‘Consistent with the guidelines presented under provisions
for work out of class section in Chapter 3 of the County code, additional compensation for working out of
class shall be no less than a minimum of five percent or exceed a maximum of fifteen (15) percent. The
- specific amount of the additional compensation will be determined by an analysis of the employee's
current classification and the proposed work out of class classification and in no-case will exceed the
amount the employee would receive if promoted. : :

AUTHORITY

In line with the principle that an employee assigned higher level work or assigned to work in a position
~ having discernibly higher job duties should receive higher pay, positions within the classified service may be -

eligible for WOC assignments. Individual employees may be certified by the Human Resources Department
as being eligible for WOC pay when so assigned by the appointing authority or designee of that appointing
authority (PCC sec. 3.08.510, PPEO and PCDSA MOUSs).

PROVISIONS FOR WOC ASSIGNMENTS

¢ In consideration for the temporary nature of the WOC assignment and the fact that appointment has

not been made to the WOC classification, the following guidelines apply:
o For evaluation purposes, employee is rated in his or her current classification.

o Evaluation rating periods are not impacted by WOC assignments.

o) Employee will continue to be eligible for merit increases as outlined in PCC section -
3.04.650. : v

o) Employee will continue to accrue seniority in his/her regular position/classification.

o) Employee will continue to receive the benefit package associated with his/her regular
position/classification.

e WOC compensation will not be considered or paid for assignments for two workdays or less or for
training purposes.

o The department must notify the Human Resources Department when the WOC employee has a leave
of absence that exceeds ten (10) working days since this will result in ending WOC compensation.
The department must then notify Human Resources and submit the appropriate paperwork prior to
continuing the employee in a WOC assignment upon his/her return from leave.

o Additional compensation for WOC shall be no less than a minimum of five percent (5%) or exceed a
maximum of fifteen percent (15%). Salary amount will be rounded down to the nearest whole
percentage as determined by Human Resources.

o Additional compensation will be reported as pensionable special compensation if it meets the criteria

defined by CalPERS.

Information verified by HR _ Updated 1/2017

Page 2 of 3



* Request for Work Out of Class (WOC) Pay

e While this WOC request is for a period of time not to exceed 180 days, it may end earlier as
determined by the appointing authority. , '

» Employee is not to begin the WOC assignment until the Human Resources Department certifies the
individual is eligible for WOC pay. _ '

e The requesting department is responsible for sharing this WOC request and the provisions set forth
for a WOC assignment with the employee.

Information verified by HR v Updated 1/2017
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TO: Lori Walsh, Hﬁman Resources Director

FROM: Jeff Brown, Health and Human Services Director

DATE: July 10, 2017

SUBJECT: ‘Request for Work Out of Class ‘(VVOC) Pay in Recognition of Additional Duties

ACTION REQUESTED

Employee ID: 01158760 .

Current Classification: Senior Physical Therapist

WOC Classification: In Recognition of Additional Duties
Initial WOC Effective Date: . February 6, 2017 ’
Requested Extension Eff. Date: August 3, 2017

Expiration Date of WOC: . February 2, 2018

REASON FOR WOC

Fill Behind a: [] Leave of Absence [1 Retirement [ Resignation 1 WOC

Other: 0 Peak Workloadlspecial Project Pending Reclassification / Reallocation
1 Other: ' :

PLAN TO END TEMPORARY WOC

[ Request Submitted to Fill Vacancy ] Completion of Peak Workload / Special Project

(] Return of Incumbent from LOA Other — Pending Reclassificatio_n/ReaIIocation
BACKGROUND

As a result of recent staffing changes and a review of the organizational structure within the Public Health
Division of Health and Human Services, it became apparent that the addition of a first line supervisory
position in the Medical Therapy Unit (MTU) was necessary. The Human Resources Department has
partnered with Public Health staff to study positions in the MTU and is working on the development of a
new supervisory classification, which will be presented to your Commission in the coming months.

In the meantime, in order to maintain a satisfactory level of case management and direct therapy services
for families served by California Children’s Services Medical Therapy Program, we are requesting a WOC

in recognition of additional duties for the employee pending reclassification study of this position, and
proposed creation of a Supervising Therapist classification.

Information verified by HR : Updated 1/2017
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- Request for Work Out of Class (WOC) Pay

This employee has the training and experlence to immediately begin to function in this WOC role. She has
20 years of experience as a Senior Physical Therapist. Key functions will include having the responSIblllty
for the overall management and accountability of the Medical Therapy Program — including supervision
and evaluation of therapy and clerical staff at the MTU. Because the MTU program provides direct
services to the community, maintaining continuity at the therapy level is critical. There is not a current
supervisor at this. satellite location with physical/occupational therapy expertise, which is why Public
Health requested a study of a new position. Public Health is waiting for the Human Resources Department
to finalize their classification study so that a permanent change can be processed.

RECOMMENDATION

It is therefore recommended that this employee, Senior Physical Therapist, be approved to extend the
current WOC pay in recognition of additional duties effective August 3, 2017. This WOC assignment will
result in an approximate increase of 5%. Consistent with the guidelines presented under provisions for
work out of class section in Chapter 3 of the County code, additional compensation for working out' of
class shall be no less than a minimum of five percent or exceed a maximum of fifteen (15) percent. The
specific amount of the additional compensation will be determined by an analysns of the employee’s
current classification and the proposed work out of class classification and in no case will exceed the
amount the employee would receive if promoted. ' :

AUTHORITY

In line with the principle that an employee assigned higher level work or assigned to work in a position
having discernibly higher job duties should receive higher pay, positions within the classified service may be
eligible for WOC assignments. Individual employees may be certified by the Human Resources Department
as being eligible for WOC pay when so assigned by the appointing authority or deS|gnee of that appointing
-authority (PCC sec. 3.08.510, PPEO and PCDSA MOUs).

PROVISIONS FOR WOC ASSIGNMENTS

° In consideration for the témporary nature of the WOC assignment and the fact that appointment
has not been made to the WOC classification, the following guidelines apply:

For evaluation purposes, employee is rated in his or her current classification. ‘

O
o Evaluation rating periods are not impacted by WOC assignments.
o Employee will continue to be eligible for merit increases as outlined in PCC section 3.04.650.
o Employee will continue to accrue seniority in his’her regular position/classification.
o Employee will continue to receive the benefit package associated with his/her regular
position/classification.

° WOC compensation will not be considered or paid for assignments for two workdays or less or for
training purposes.

o The department must notify the Human Resources Depar’cment when the WOC employee has a

leave of absence that exceeds ten (10) working days since this will result in ending WOC
compensation. The department must then notify Human Resources and submit the appropriate
paperwork prior to continuing the employee in a WOC assignment upon his/her return from leave.

Information verified by HR : Updated 1/2017
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* Requiest for Work Out of Class (WOC) Pay

o 'Additional compensation for WOC shall be no less than a minimum of five percent (5%) or exceed
a maximum of fifteen percent (15%). Salary amount will be rounded down to the nearest whole
percentage as determined by Human Resources.

° Additional compensation will be reported as pensionable special compensation if it meets the
criteria defined by CalPERS.

e While this WOC request is for a period of tlme not to exceed 180 days, it may end earher as
determined by the appointing authority.

° Employee is not to begin the WOC assignment until the Human Resources Department certifies
the individual is eligible for WOC pay.

e The requesting department is responsible for sharmg this WOC request and the provisions set

- forth for a WOC assignment with the employee.

Information verified by HR Updated 1/2017
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TO: ' Lori Walsh, Human Resources Director

- FROM: _ Mary George, Direétor of Library Services
DATE: June 29, 2017 |
SUBJECT: Request for Work Out of Class (WOC) Pay

ACTION REQUESTED

Employee ID: 51234427 .

Current Classification: Library Assistant |

WOC Classification: Librarian |

Initial WOC Effective Date: 2-4-17, Pay Period 18

Requested Extension Eff. Date:  July 2, 2017, Pay Period 2

Expiration Date of WOC: Not to exceed 180 days from effective date

REASON FOR WOC

Fill Behind a: [ Leave of Absence [1 Retirement [IResignation [J WOC

- Other: O Peak Workload/Special Project [ Pending Reclassification / Reallocation
X Other : Fill behind a transfer

PLAN TO END TEMPORARY WOC

X Reqdest Submitted to Fill Vacancy 1 Completion of Peak Workload / Special Project

O Return of Incumbent from LOA [0 Other <Describe Here>
BACKGROUND

The Library is requesting a one-time extension of this Work Out of Class (WOC) assignment. The
employee will be working out of class as a Librarian I. This position is the supervisor in charge of
managing the operations of the Granite Bay Library. The Librarian vacancy occurred when the Granite
Bay Senior Librarian was transferred to the Auburn Library based on business needs. The Library is
currently in the middle of a Department wide classification study. Therefore, the Library plans to run a
recruitment to fill the vacant Granite Bay Librarian position once the Classification Study is complete. The
department plans to initiate a recruitment for a Librarian I/Il in July 2017 with a goal to resolve this WOC
assignment by September 2017.

The Granite Bay Library is a medium sized branch of the Placer County Library and therefore needs a
Librarian to perform a variety of responsible library duties including functional and technical supervision
over assigned library support staff and volunteers, facility operations, programming, and community
outreach.
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Request for Work Out of Class (WOC) Pay

The employee was hired in July 2014 as a Library Assistant at the Granite Bay Library. While in that
position, she has completed her Master’s degree of Library and Iinformation Science at a school
accredited by the American Library Association. She has also been the person in charge in the
absence of the Senior Librarian. She has taken on many new tasks, including youth services
programs, staff schedules, displays and work on system wide committees including the Summer
Reading Program Committee. Her education and experience make her a good choice to be WOC as
Librarian I in charge of the Granite Bay Library. She has done an excellent job in taking on the full
range of duties associated with the operation of a medium branch library of the County’s Library system
~ including the children’s library services for the Granite Bay Library. :

RECOMMENDATION

It is therefore recommended that this employee be approved to receive WOC pay. Consistent with the
guidelines presented under the Placer County Code section 3.08.510, and the PPEO and PCDSA MOUs,
additional compensation for WOC pay shall be no less than a minimum of five percent (5%) or exceed a
maximum of fifteen percent (15%). The specific amount of the additional compensation will be determined
by an analysis of the employee’s current classification and the proposed WOC classification and in no case
will exceed the amount the employee would receive if promoted to the WOC classification.

AUTHORITY

In line with the principle that an employee assigned higher level work or assigned to work in a position
having discernibly higher job duties should receive higher pay, positions within the classified service may be
eligible for WOC assignments. Individual employees may be certified by the Human Resources Department
as being eligible for WOC pay when so assigned by the appointing authority or designee of that appomtmg
authority (PCC sec. 3.08.510, PPEO and PCDSA MOUs). ,

PROVISIONS FOR WOC ASSIGNMENTS

® - In consideration for the temporary nature of the WOC assignment and the fact that
appointment has not been made to the WOC classification, the following guidelines apply:
o For evaluation purposes, employee is rated in his or her current classification.
o Evaluation rating periods are not impacted by WOC assignments.
o Employee will contmue to be eligible for merit increases as outlined in PCC section

3.04.650.

Employee will continue to accrue seniority in his/her regular posmonlclassmcatlon
Employee will continue to receive the benefit package associated with his/her
regular position/classification.

) WOC compensation will not be considered or paid for assignments for two workdays or
less or for training purposes.

° The department must notify the Human Resources Department when the WOC employee
has a leave of absence that exceeds ten (10) working days since this will result in ending
WOC compensation. The department must then notify Human Resources and submit the
appropriate paperwork prior to continuing the employee in a WOC ass:gnment upon his/her
return from leave. _

o O

Information verified by HR Updated 1/2017
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Request for Work Out of Class (WOC) Pay

Additional compensation for WOC shall be no less than a minimum of five percent (5%) or
exceed a maximum of fifteen percent (15%). Salary amount will be rounded down to the
nearest whole percentage as determined by Human Resources.

Additional compensation will be reported as pensionable special compensation if it meets
the criteria defined by CalPERS. _

While this WOC request is for a period of time not to exceed 180 days, it may end earlier
as determined by the appointing authority.

Employee is not to begin the WOC assignment until the Human Resources Department
certifies the individual is eligible for WOC pay.

The requesting department is responsible for sharing this WOC request and the provisions
set forth for a WOC assignment with the employee. '

Information verified by HR _ Updated 1/2017
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PLACER COUNTY CIVIL SERVICE COMMISSION
HUMAN RESOURCES DEPARTMENT John Costa :

145 Fulweiler Avenue, Suite 200 Fg’;'n"ﬁe%%‘;x
Auburn, California 85603-4578 Andrae Randolbh

Rick Ward

Lori Walsh, Human Resources Director
Main Office: 530.889.4060
FAX: 530.886.4626

M EMO RAN D U M www.placer.ca.gov
To: Civil Service Commission
From: Lori Walsh; Human Resources Director
By: Hedy Dehghan, Human Resources Manager
Date: July 10, 2017 .
Subject: Recommendations from the countywide fiscal classification study -

Accountant/Auditor classification series

Recommendatlon
It is recommended that the CIVI| Service Commission approve:

1. The proposed revisions to the classification specifications for the following classifi catlons

a. Accountant Auditor | with classification specifi catlon updates and title change to
Accountant |;

b. Accountant Auditor Il with classification specification updates and title change to
Accountant Il

c. Accountant Auditor, Senior with classification specnflcatlon updates and title change

~ to Accountant, Senior; ‘

d. Accountant Auditor, Supervising with classification specification updates.

2. Creation of the following classifications:
a. Auditor | at the recommended salary grade of PROF 208 ($4,606.62 - $5,599.40

monthly);
b. Auditor |l at the recommended salary grade of PROF 220 ($5, 332 86 — $6,482.11
monthly);
c. Auditor, Senior at the recommended salary grade of PROF 232 ($6 173.38 —
- $7,503.79 monthly);

d. Accountant, Supervising at the recommended salary grade of MGMT 424
($6,403.39 - $7,783.38 monthly).

3. The administrative placement of the incumbents into the recommended classifications as
indicated on the allocation spreadsheet (Attachment A), pursuant to Placer County Code
sect|on 3 08 480

B AL
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Background
In response to a request from the Auditor-Controller's Office, the Human Resources department

initiated a classification study of professional and management fiscal classifications utilized
countywide. Historically the Auditor-Controller's Office has had difficulty recruiting individuals who
possess professional auditing experience performlng internal and external compliance, and
financial and performance audits using the combined Accountant/Auditor classification.
Additionally, the County wanted to ensure fiscal positions were working within the scope of their
designated classification with equitable internal alignment. The goal of the study was to recognize
the scope and level of responsibility of the studied positions; provide an improved basis for
recruitment, assessment, and selection; and identify the appropriate classification structure and
optimal organizational structure for ﬁscal classifications across the County. The 11 classifications
(affecting 88 positions) included in the study were: Accountant Auditor I/, Accountant Auditor
Senior, Accountant Auditor Supervising, Managing Accountant Auditor, Administrative Services
Officer, Senior Administrative Services Officer, Budget Analyst, Administrative and Fiscal
Operations Manager, Finance and Budget Operations Manager, and Administrative Services
Manager. At this time, the County is moving forward the results of the Accountant/Auditor-related
classifications to include 57 positions in the following classifications: Accountant Auditor I/,
Accountant Auditor Senior, Accountant Auditor Supervising, and Managing Accountant Auditor.
The results of the study pertaining to the other classifications will come before your Commission
at a later date.

Basis for Recommendation ,

In August 2016, at the initiation of the classification study, the departments directly affected were
invited to attend an orientation session to meet Koff & Associates, the consultant the County
selected for the study. During the orientation session, department heads were advised of the
purpose of the study, classification study process and associated timelines.

Over the next several months, the consultant and HR staff (in collaboration with executive and
management staff from the participating departments) conducted the review and analysis of the
designated fiscal positions using the following process:

e Multiple orientation sessions wér_e held with affected employees (study participants) to
discuss the classification study process, review the Position Inventory Questionnaires
(PIQ’s) and answer any questions as part of the project initiation and kick off.

e Study participants completed and submitted PIQ’s which were reviewed by their immediate
supervisors as well as management staff, then submitted to the consultant for review and

analysis.

° Consultant staff met all study participants requesting an interview along with study
participants whose PIQ required further clarification. Any follow up questions or issues
regarding information contained in the PIQ’s was discussed with study participants or their
supervisors/managers.

e The consultant drafted classification concepts and reviewed them with HR staff. Following
this review, draft classification specifications were developed and reviewed, with the
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Page 3

opportunlty to provide updates/changes to language included |n the classification
speCIflcatlons

Based on the information contained in the PlQ’s and feedback received during the follow
up meetings, the consultant submitted draft allocation recommendations to the HR
Department and shared them with the department heads of each affected employee.

Consultant staff and HR staff met with management personnel from each department to
review allocation recommendations for their specific positions, which included an overview
of the study results, classification concepts, and criteria considered in making allocation
recommendations. Additional information was . then provided by management staff
regarding position requirements-and follow up discussions were scheduled with consultant
staff and managers, as requested, in order to clarify updated scope of work and respond
to any follow up questions or concerns.

HR discussed the final recommendations with the County Executive’s Office and any
associated budgetary/fiscal implications of these recommendations.

All study participants were notified of the consultant’s initial allocation recommendation and
given a copy of the draft classification specification recommended for their position.
Consistent with the requirements of the County code, each employee was given the

opportunity to review and comment on the recommendations affecting their position.

Overall, study participants acknowledged the study fmdmgs and recommendations. Three
(3) study participants- provided input to the draft classification specifications which was

'-'forwarded to the consultant for review and consideration. All appropriate changes were

made

Based on information -contained in the PIQ’s, follow up information obtained from
incumbents, supervisors, and managers, and information in the employee feedback forms,
the final allocation notices and revised classification specifications were sent to all study
participants. The final notices also included study participants’ appeal rights. To date, no
appeals have been submitted to HR.

Study outcomes include the following:

# of reclassifications resultmg in promotlon 9

# of reclassifications resulting in transfer

# of reclassifications resulting in demotion/y-rate 2
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Results & Recommendations

The primary outcome of the fiscal classification study is the separation of the previously combined
classification of Accountant Auditor into two separate career tracks: the Accountant series and
the Auditor series. Each series has knowledge specific to their functional area of assignment
which is distinct and not easily transferable. The ensuing recommendation is to retitle the
Accountant/Auditor classification series to that of Accountant classification series with updates to
reflect work conducted by professional-level accountants, and the recommendation to create a:
new Auditor classification series. The Auditor classification series is also a professional
classification that performs internal and external compliance, financial and performance audits.
‘This series depicts an experience level and skill set to reflect not only an understanding of
accounting systems, but also in identifying a means to test their reliability, which is considered
distinct and somewhat more complex than the skill set required to perform accounting work.

Overall, by modifying and revising the Accountant Auditor classification series, two separate
classification series will resut: :

v In the Accountant classification series, the incumbents of this professional classification
perform professional accounting work related to the maintenance of County accounting
records and preparation of associated ledgers, journals and reports.

v Inthe Auditor classification series, incumbents of this professional classification perform
complex professional audits of County departments, divisions, districts, external agencies
and funds.

Additionally, the consultant made the distinction between technical and professional classes.
Technical classifications capture work where the skills are typically acquired through vocational
education and/or apprenticeships, certifications, and specialized, or on-the-job training. Problems
are typically solved through knowledge of past practices and procedural guidelines, or through
knowledge gained through work experience. Professional classifications include positions which
require theoretical, conceptual and specialized financial accounting knowledge and expertise.
Skills are typically acquired through education (relevant four-year degree), experience,
specialized training and/or professional certification. Problems are typically solved through
analysis and strategic thinking. This distinction was the premise of re-allocating positions
appropriately throughout the course of the study. ’ '

- Employee Review

As provided by the Placer County Code, Chapter 3, Section 3.08.520, each study participant has
had an opportunity to review both the study’s initial and final recommendation for his/her position
and has been notified of the final recommendation and the action to move the request forward to
the Civil Service Commission at today’s date with the opportunity to appeal the recommendation

- to your Commission specifically for his/her position. No requests to appeal were received by the
stated deadline.
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Attached for your review -and approval are the proposed re-allocation recommendations and
classification specifications. The Human Resources Department, County department heads,
County Executive’s Office and the Business Agent for PPEO/Stationary Local 39, have reviewed
and support the recommended changes and- updates. .

cc:  County Department Heads
County Executive Office
Gary Winegar, Business Representative, IUOE Stationary Engineers Local 39

Attachments:
A. Allocation recommendations
B. Draft Classification Specifications
— Accountant I/l
— Accountant, Senior
— Accountant, Supervising
— Auditor Il
~ Auditor, Senior
— Accountant/Auditor, Supervising
C. Koff and Associates Report
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PLACER COUNTY
September 1995
Revised January 2002
Revised September 2003
Revised June 2011
Revised July 2017

ACCOUNTANT-AUDITORI/II

DEFINITION

To perform a variety of eemples-professional accounting and-auditing-work involving judgment and
discretion in the analysis and application of accounting principles and practices in maintaining fiscal
controls and records. preparing transactions, and developing financial and statistical reports, which
depending-on-assignment-may-include-any—of-the-following:-to-review—analyze-and-maintain
aeeeumme—&ﬂekﬁﬂ%er&meefds—t&develop and implement accounting and financial procedures
and systems; s-te-monitor and report on budget trends, ﬁnanclal

transactions, tax blllmgs a.nd collectlons or accounts; + 6 2 S
: prov1de recommendatlons for efﬁclenmes and

- DISTINGUISHING CHARACTERISTICS

Accountant—Auditer I: This is the entry level class in the Accountant—Auditer series. This«
class is distinguished from the journey level of Accountant—Auditer Il by the performance of the
more routine tasks and duties assigned to positions within this series. Employees at this level are
not expected to perform with the same independence of direction and judgment on matters
allocated to the journey level. Since this class is typically used as a training class, employees
may have only limited or no directly related work experience. Employees work under immediate
supervision progressing to general supervision while learning job tasks.

series. This class is dlstmgmshed from the entry level of Accountant—Awuditer I by the as51gnment
of the full range of duties of the class. Employees at this level receive only occasional instruction or .
assistance as new or unusual situations arise and are fully aware of the operating procedures and
policies of the work unit. Positions in this class are flexibly staffed and are normally filled by
advancement from the eniry level. This class is distinguished from the Senior—Accountant,
Senior-Auditer in that the latter is a supervisory level with responsibility for a major accounting
program or service area at the section or division level._This class is further distinguished from the
Auditor I/I1 by the latter’s regular performance of internal compliance. financial and performance
audits performed in accordance with professional standards such as Institute of Internal Auditors,
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PLACER COUNTY
Accountant-Auditor I/ II (Page 2)

Generally Accepted Accounting Standards. and Generally _Accepted Governmental  Auditing
Standards. including preparing audit reports with the issuance of an opinion.

SUPERVISION RECEIVED AND EXERCISED

ACCOUNTANT-—A—!—JB{—T—QR 1

Receives general superv1s1on from assigned superv1sory or management personnel
May-eExercises direct supervision over technical and
clerical personnel.

ACCOUNTANT-AUDIFOR II

Receives direction from assigned'supervisory or management personnel.
Typiecally-eExercises direct supervmon over Acceun&ueﬂ: elawheaﬂenmn—wneral lechmcdl
and clerlcal personnel

ot aacerf

EXAMPLES OF ESSENTIAL DUT[ES - Duties may include, but are not llmxted to, the
following: ‘

Provide responsible motceslonal and technical assistance in the administration, review and
. implementation of the County and/or departmental accounting programs and mtcgmtc,d

accounting financial systems.
Participate in and assuine responsibility for various departmental accounting functions including

financial statements, general ledger. monthly statements. and special projects accounting;
participate in special studies and reports.

Prepare a yide variety of detailed-accounting-auditing financial, statistical and narrative reports,
including vear-end. budgetary, monthly financial statements, cash flow. investients: assist in the
preparation of the Comprehensive Annual Financial Report (CAFR) and custom reports, graphs.
‘schedules. and other documents as needed-for-the County-and-ether-agencies.

Participate in the compilation and preparation of the annual budget, including assisting divisions
with budget preparation. preparing and updating cash flow and cost projections and estimated
revenues and expenditurgs. monitoring expenditures to ensure com llance with adopted budget,
and assisting in publication of the budget.

Monitor and review expenditures, revenues, and budget allocations to determine t‘ nancial status;
analyze and reconcile expenditure and revenue accounts. including bond accounts; review and
process appropriation transfer requests between accounts: reconcile bond statements and bank
statements to the general ledger, ‘

Prepare and review ledgers and journal entries; balance and maintain complex accounting
records such as trusts, funds and claims; maintain and balance tax trust accounts.

Perform auditquality control precedures-and review existing-aceounting-procedures and-intermal
eontrol-mietheds to ensure accounting documents are prepared accurately and in accordance with
(u,ncnllv Accwled Accountm;z Prmunles and C‘ountv nohcxeseempﬁaﬂee—wﬁh—sicaadﬂé

T S.
]’ntermet. explain, and apply general and governmental accounting/auditing principles and
procedures, laws, and regulations affecting the financial operations of the department assigned.
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MINIMUM QUALIFICATIONS
' ACCOUNTANT-AUDIFOR]

Knowledge of: ,
¢ Generally accepled accounting principles, federal-state-and-ocal-governmental accounting

prineiples-standards and other governmental accounting and auditin

Cost accounting. fund accounting, ente

rise accounting and financial reporting.

Statutorv_laws, tules and regulations applicable to governmental accounting. auditing and
finance. and fiscal operation related to areas of responsibility.

. Principles and practices of emplovee supetvision, including work
review and evaluation, and the training of staff in work procedures.

e Pertinent local, State and Federal rules. regulations and laws.
¢ Organization and management practices as applied to the development. analysis, and

evaluation of programs and operational needs of*the assigned division.

Application and operation of computerized accounting syétems and spreadsheets, using

]
common accounting and spreadsheet software. _
e Ceneral principles and practices of data processing and jts applicability to accounting

a—ﬂnaﬁeial-aﬂd—eﬁe#a@ieﬂ&l—fmeﬁ{h%g—pﬁﬁéples—aﬁc%—&eekm%eme&—iﬂéaémiﬁud%’e—wsfkﬁape#
preparation-repertwriting-and-presentation: »
¢ Principles and theories of internal control including indicators of fraud and risk.

+—Principles and techniques of property tax billing and collections.

o Modern office practices, methods, and computer equipment and applications related to thes
work. :

»__ English usage. grammar. spelling, vocabulary, and punciuation.

e Techniques for effectively representing the County in goritacts with governmental agencies.
community eroups, and various business, professional, educational. regulatory, and
legislative organizations. '

« _Techniques for providing a high level of customer service by effectively dealing with the
public. vendors, conltractors. and County staff.

Ability to:

e On a continuous basis, know and understand all aspects of the job; intermittently prepare
and analyze work papers, reports and special projects; identify and interpret technical and

Formatted: Numbered + Levél: 1 + Numbering Style: Bullet
+ Start at: 1 + Alignment: Left + Aligned at: 0.25" + Indent




PLACER COUNTY
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numerical information; observe and solve problems of operational and technical policy and-
" procedures. ' : )

¢ On a continuous basis, sit at desk for long periods of time; intermittently twist to reach
- equipment surrounding desk; perform simple grasping and fine manipulation; use telephone
and write or use a keyboard to communicate through written means; and lift light weight.

o Prepare and maintain the full range of standard accounting records and reports.

data;-fiseal-and-financial records-to-determine fraund-and-risk:

e __Analyze complex data, idehtify discrepancies, dévelop accurate and concisé summaries and

tables and draw logical and appropriate conclusions; present technical information and data
in an effective mannet.. )

¢ . Effectively represent the department and the County in meetings with governmental
agencies, community groups, and various businesses, professional, and regulatory
organizations. and in meetings with individuals.

¢ Evaluate and develop improvements in operations, procedurss, policies, or methods.

o Prepare clear and concise reports, correspondence, and other written materials.

o Use tact. initiative, prudence. and independent judgement within general policy. procedural,
and legal guidelines.

e Operate accounting equipmeht,- including calculators, personal computers and 10-key
adding machine by touch.

e Work with various cultural and ethnic groups in a tactful and effective manner.
e Communicate effectively in writing and speaking; conduct interviews.

o Establish and maintain positive working relationships with co-workers, other County
employees and the public using principles of good customer service.

o Understand, interpret and apply federal, state and local laws, rules and regulations.

& Prioritize and manage multiple projects and meet deadlines.
Accountant-Auditer I

Experience and Training

e Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would
be:
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Experience:
No experience is required.

Training: - ,
Equivalent to a Bachelor's degree from an accredited college or university with major
course work in accounting, or a related field.

NOTE: Depending on the area of assignment, additional governmental accounting,
auditing and finance experience which involves the application of State and local laws
and/or governmental accounting standards may be substituted for the required degree on
a year-for-year basis if: ’
e The experience was performing duties equivalent to those of an Accounting Technician in
Placer County; and '

o At least 18 units of college course work or related technical training in Business
Administration, Public Administration, or a related field have been completed, including a
minimum of 6 units in Accounting.

Experience used to substitute for the required degree cannot also be used to meet work
experience requirements.

License or Certificate:
May need to possess a valid driver’s license as required by the position and in
accordance with the California Vehicle Code. Proof of adequate vehicle insurance and
medical clearance may also be required. . '

ACCOUNTANT--AtBIFORIT
In addition to the qualifications for the Accountant—Auditer I:

Ability to: ‘ .
o Effectively plan, direct and supervise the work of others.

Experienée and Training

o Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would
be: : ' '

Experience:

Two years of responsible accounting and/er-audit-experience perfbrming duties similar
1o an Accountant—Awuditer I with Placer County.
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Training:

Equivalent to a Bachelor's degree from an accredited college or university with major
‘course work in accounting or a related field.

NOTE: Depending on the area of assignment, additional governmental accounting,
auditing and finance experience which involves the application of State and local laws
and/or governmental accounting standards may be substltuted for the requxred degree on
a year-for-year basis if:

e The experience was performing duties,equivaleht to those of an Accountant Technician I in
Placer County; and

e At least 18 units of college course work or related technical training in Business
Administration, Public Administration, or a related field have been completed, including a
minimmim of 6 units in Accountmg

Experience used to substitute for the required degree cannot also be used to meet work
experience requirements.

License or Certificate:
May need to possess a valid driver’s license as required by the posmon and in
accordance with the California Vehicle Code. Proof of adequate vehicle insurance and
medical clearance may alsé be required.
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SENIOR—ACCOUNTANT—AUDEOR, SENIOR

DEFINITION

To plan, organize, supervise and personally perform professional accounting and-auditing

- work to ensure regulatory compliance with governmental accounting standards for a
department, or major program area or section within an assigned department; to prepare a .
variety of complex accounting, statistical and narrative reports regarding financial
transactions, grant programs, or trusts; te—p%&a—eeerdma@e—a&d—eeﬂéuei—&&dﬁ—%r—é—eﬁﬁ%y
éepa&meﬂ%s—émswﬂs—aﬂd—mﬂds—to provide recommendations for efficiencies and -
improvements_in accounting systems; manage the effective use of department resources

to improve organizational productivity and customer service; and to provide highly
responsible technical assistance to management staff in assigned department.

DISTINGUISHING CHARACTERISTICS

This is the advanced journey, supervisory level class in the Accountant—Auditer series.
Positions at this level are distinguished from other classes within the series by the level of
responsibility assumed, complexity of duties assigned, independence of action taken, and

by the nature of e}\ternal contacts and remesentatlon the-amount-of- time-spent .
; - Employees perform

comnlcx accountmg and ﬁnanmal analvses %he—mest—elﬁiheb&t—aﬂd—resﬁeﬂs&ble—t}—pes—ef

superv1se+ﬁg an estire- accountlng function mcludmg professional accounting, technical

with-several subordinate-aceounting-and clerical personnel. Employees at this level are

required to be fully trained in all procedures related to assigned area of responsibility.
This job class may also provide responsible professional accounting services to the
County's investment activities._Successful performance of the work requires extensive
professional background as well as skill in coordinating departmental work. This class is
distinguished from the Accountant, Supervising in that the latter predominantly plans,
coordinates. organizes, and supervises an assigned work unit(s) within a large, multi-unit
division within departments that have Agency-wide financial accountmg and reporting
responsibility. This class is further distinguished from the Auditor series by the latter’s
regular performance of internal compliance, financial and performance audits performed
in accordance with professional standards such as Institute of Internal Auditors,
Generally Accepted Accounting Standards. and Generally Accepted Governmental
Auditing Standards, including preparing audit reports with the issuance of an opinion.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from assigned supervisory or management personnel.
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Exercises direct superv151on over }ewei—le»tel—professmnal technlcal and clerical -
personnel. Exe - c

EXAMPLES OF ESSENTIAL DUTIES — Duties may include, but are not limitéd to,
the following: '

Provide supervision of professional, technical, and clerical staff in sum)oft of assigned
department and program(s): provide leadership and direction to a team of professional

and technical staff.

Provide responsible Drofe‘monal and technical dlrecuon and assistance in the
administration and implementation of the County and/or department accounting programs -
and integrated accounting and financial svstcms

Partlcmate in the development and implementation of D%Lep—}eeemmeﬂd—aﬂd
ﬁﬁp}emem—see&eﬁ—goals,_aﬁd—objectwes pohmes and DI‘IOlltleS for the unit wﬂhm

e
oy $ P ah

pfeeedm—es— 1ecommend within departmental pohcv, anpropnate service and staftmo
levels: recommend and admlmster pohcles and proceduxeb

Participate in the selection of staff; coordinate staff training; conduct performance
evaluations, recommend discipline; implement discipline procedures as directed.

Design, implement, update and document accounting, auditing and financial management
systems; establish procedures for work flow and format.

Assume responslblhty for various departmental accountmu func‘uons mdudmo hnanual

statements, general ledger, monthly statements. and special project accounting; conduct
and prepare special studies and reports.

Prepare and-analyze a wide variety of eemplex—p%edieaﬁd—spee}a%ﬁnancml and

statls‘ucal reports 1nclud1ng

end reportin budgctarv reports, monthlv hnancml statemcnts, and assist in the
preparation of the ﬁnanc1a1 and custom 1eports graphs, and schedules as needed
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éupemse—ané—eeﬁé&et—aﬂﬁ&&l—m&zemeﬁesei—asse%&

Participate in the compilation and budget-preparation and-administrationof the annual
~ budget, including assisting divisions with budget preparation, preparing and updating
cash flow and cost projections and estimated revenues and expenditures. monitoring

expendltures to ensure comphance with adopted budget, dnd assmtm;., m pubhcatxon of

Momtox dnd 1ev1ew expendltures, xevenues and budget allocatxons to determine financial
status. _
Interpret, explain, and apply general and governmental accommng/audltmg mmcmles
and procedures, laws, and regulations affecting the more complex financial operations of
~ the department assigned.

Record and maintain appropriate controls for fixed assets, including vehicles; supervise
annual inventory reconciliation including inspections and reconciliation of discrepancies.
Maintain and monitor the department grant funds and ensure compliance with rules and
regulations governing the use and the accounting of each grant; compile and prepare
financial and other data for claims: prepare grant applications.

Track Capital Improvement expenditures and allocate funds to the appropriate Capital
Improvement account.

Assist in the coordination of audits; schedule. provide mfmmdtlon and reporting for
audits: ensure availability and accuracy of required reports and documentation.

Assist with investments, portfolio management, cash management, debt management,
new financing, annexations and subdivisions, and revenue and expense projections.
Attend meetings. conferences., workshops, and training sessions. and review publications
to remain current on nmnemles practices, and new develomnents in the field of
accounting,

Build and maintain posmve working relationships with co-workers, other County
employees and the pubhc using pr1n01p1es of good customer service.

forming
Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:
o Generally accepted accounting principles, governmental accounting standards and
other governmental accounting and auditing procedures.

e Cost accounting, fund accounting, enterprise accounting and financial reporting.
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Application and operation of computenzed accounting systems and spreadsheets
using common accounting and spreadsheet software.

Statutory laws, rules and regulations applicable to governmental accounting,
auditing and finance, and programmatic areas of responsibility.

Pertinent local, State and Federal rules, regulations and laws.
Budget preparation, administration and control procedures.

Organization and management practices as applied to the development, analysis. and

‘evaluation of programs and operational needs of the assigned division.

Application and operation of computerized accounting systems and smeadsheets

using common accoumm,q and spreadsheet software.

General principles and practices of data processing and its applicability to

accoumm,q ODGI'aUODS

Principles and theories of mtcrnal control including indicators of fraud and risk.

Modern ofﬁce practices, proeedures; methods and computer equipment_ and
applications related to the work.:

Standard accepted principles and practices of motivation, team building and conflict
resolution.

Principles and practices of effestiveemployee supervision, including work planning,

-assignment, review and evaluation, and the-technigues— training of staff in work

proceduresend-performanece-evaluations.

Principles and practices used in planning, organizing and controlling work flow and
processes.

Tax billing principles and techniques.
English usage, grammar. spelling, vocabulary, and punctuation.

Techniques for effectively presenting the County in contacts with gsovernmental

agencies, community groups. and various business, professional, educational,
regulatory, and legislative organizations.

‘Techniques for providing a high level of customer service by effectively dealing

with the public, vendors, contractors, and County staff.



" PLACER COUNTY
Senior-Accountant-, SeniorAuditer (Page 6)
Experience and Training

Any combination of experience and training that would provide the requlred knowledge
and abilities is qualifying. A typical way to obtain the requlred knowledge and abilities
would be: -

Experience:

Two years’ of respons1b1e journey level professional accountmg experience
54 experience—performing duties similar to an

Accountant-Auditer IT with Placer County.

Training:

Equlvalent to a Bachelor's degree from an accredited college or university with
major course work in accounting or a related field.

NOTE: Depending on the area of assignment, additional - governmental
accounting, auaiting and finance experience which involves the application of
State and local laws and/or governmental accounting standards may be
substituted for the required degree on a year-for-year basis if:

o The experience was performing duties equivalent to those of an Accounting
Technician in Placer County; and

e At least 18 units of col:lege' course work or related technical training in Business
Administration, Public Administration, or a related field have been completed,
including a minimum of 6 units in Accounting. '

Experience used to substitute for the required degree cannot also be used to meet
work experience requlrements :

License or Certificate: -
May need to possess a valid driver's license as required by the position and in
accordance with the California Vehicle Code. Proof of adequate vehicle
insurance and medical clearance may also be required,
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ACCOUNTANT, SUPERVISING

DEFINITION

~ To plan, coordinate, organize, and supervise an assigned work unit(s) within a large,
multi-unit division within departments that have Agency-wide financial accounting and
reporting responsibility; to assign, train, motivate, and ate the work of professional
technical, and clerical staff; to design, modify, and o ¢ assigned work processes and
operational procedures to maximize assigned wor, iciencies and effectiveness;

The Accountant, | Supervisih ;
job class is distinguished from
' aJonty of dut1es performed by

DUTIES — Duties may include, but are not limited to,

clerical staff; provide p @%%%tive and informational performance feedback to employees on
an on-going basis; conduct performance evaluations in a timely and effec‘uve manner
recommend and implement approved d1s01p11nary actions.

Plan, organize, coordinate, and supervise assigned work unit(s) within a large, multi-unit
division or a specialized stand-alone division; represent the assigned work unit(s) and
staff to other divisions as well as other County departrnents and outside public and/or
private organizations.

Monitor and evaluate the processes, procedures, and work flow of assigned work unit(s)
on an on-going basis to maximize efficiencies and effectiveness; re-design and modify
existing processes and procedures in a timely response to new or changing laws,
regulations, codes, requirements, and ordinances, improved technologies, and/or clients’
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expectations and requests; create, establish, and implement new processes and procedures
as necessary.

Perform the more difficult and complex ﬁnancral accounting, reporting, and/or review

tasks assigned to the designated work unit(s) utilizing skill sets and in-depth knowledge
of governmental accounting, the Agency’s or department’s funding structures, GAAP,

GASB, etc.; perform a variety of required functions and duties when work unit(s) is short
staffed and/or deadlines demand. '
Establish, implement and administer internal accounting controls; ensure comphance

with financial reporting requirements and updates.

Participate in the recruitment and selection of designated staff; coordinate and participate
in the interview process.

- Act as primary resource and main point of contact regarding the functions and
responsibilities of assigned work unit(s) and staff; investigate complaints and recommend
corrective and/or proactive action to be taken as necessary.

Manage and conduct project or program management and planning activities; lead and

‘guide teams in the execution of accounting services; develop work plans consisting of
mission, objectives, scope of work, budget, schedules, and baseline requirements;
identify critical issues and recommend solutions to manage risks.

Conduct a variety of organizational and financial studies, 1nvest1gat1ons and operational
studies and analyses; recommend modifications to financial services programs, policies,
and procedures as appropriate.

Participate in the budget preparation process; prepare cost estimates for assigned work

‘unit(s); submit justifications with documentation for budget requests related to staff,

-equipment, and supplies; monitor and control assigned budget on an on-going basis.
Attend and participate in professional group meetings; stay abreast of new trends, laws,
regulations, and innovations in the related field of accounting services; research emerging
products and enhancements including integrated 'systems solutions and their applicability
to Agency needs.

Build and maintain positive working relatronsh1ps with co-workers, management other
County employees, other organizations and agencies, and the public using principles of
good customer service. _

Perform related duties as required.

MINIMUM QUALIFICATIONS

: Knowledge of:

‘o Generally accepted accounting: principles, governmental accounting standards and
other pertinent governmental accounting and auditing procedures.

e Cost accounting, fund accountirlg and financial reporting methods and procedures.

o . Application and operation of designated computerized accounting systems and
spreadsheets, utilizing designated accounting and spreadsheet software.

e Statutory laws, rules and regulations applicable to governmental accounting,
auditing and finance within designated programmatic areas of responsibility.
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Pertinent local, staté, and federal rules, regulations and laws.

Budget preparation, administration and control procedures. -

Principles and practices of motivation, team building and conflict resolution.
Modern office procedures, methods and computer equipment.

Principles of effective supefvisioh techniques, training methods, and effective
performance management. o '

Principles and practices utilized in planning, organizing and controlling work flow
and processes. '

Principles, practices, methods and techniques of financial auditing.
Principles and theories of internal control. - |

Common indicators of fraud and risk.

Ability to:

Organize, implement and direct designated accounting, auditing, and/or financial
reporting operations and/or activities.

On a continuous basis, know and understand all aspects of the assigned position;
intermittently analyze work papers, reports and special projects;. identify and
interpret technical and numerical information; observe and solve problems of
operational and technical policy and procedures.

Analyze problems, identify alternative solutions, project consequences of
proposed actions and implement approved solutions in support of stated goals.

Design and implement accounting and financial management systems.

Analyze and evaluate accounting systems and financial programs; design
improvements and controls for -assigned operations; and assess overall

"~ effectiveness of programmatic responsibilities.

Interpret and apply legal, regulatory and administrative controls to accounting
functions and financial management systems.

Develop and monitor an assigned program budget in an effective manner.
Develop and recommend policies and procedures related to assigned operations.
Communicate clearly and concisely in both oral and written forms.

Work with various cultural and ethnic groups and individuals in a tactful and
effective manner. .

Train, direct, supervise and evaluate the work of professional, technical, and
clerical staff. :

Perform the most complex accounting work of the assigned work unit(s) in an
effective and timely manner.
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o Establish and maintain effective working relationships with those contacted while
performing assigned duties.

Experience and Training

Any combination of experience and training that would provide the required knowledge
and abilities is qualifying. A typical way to obtain the required knowledge and abilities
would be:

Experience:

Two (2) years of progressively responsible advanced journey level professional
experience performing duties similar to an Accountant, Senior with Placer County,

- one year of which must have been performing full supervisory functions in a similar
professional environment, '

Training: :
Equivalent to a Bachelor's degree from an. accredited college or university with
major course work in accounting or a related field.

License or Certificate:

May need to possess a valid driver’s license as required by the position. Proof of
adequate vehicle insurance and medical clearance may also be required.
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AUDITOR V1I

DEFINITION

To perform a variety of complex professional audits of County departments, divisions, districts,
external agencies, and funds in accordance with professional standards such as Institute of Internal
Auditors, Generally Accepted Accounting Standards, and Generally Accepted - Governmental
Auditing Standards, which depending on the assignment includg, any of the following: financial,
operational, performance, and/or compliance audits; review, analyze and audit internal and
- management controls and systems, prepare complex a ports including the issuance of an

opinion; provide recommendations for efficiencies ag ments; and supervise assigned
personnel. '

DISTINGUISHING CHARACTERISTICSé

routine tasks and duties assigned to
positions within this series. Employ« Y xpected to perform w1th the same
independence of direction and judgme )

is typlcally used as a traipi

Auditor II: is is the fll j : within the Auditor series. This class is
distinguishg e TAUdio! signment of the full range of duties of the

class. 1al instruction or assistance as new or unusual
situati ; the operating procedures and policies of the work unit.
Positions i Xl : gnd are normally filled by advancement from the entryv

SUPERVISION RECEIVED AND EXERCISED

AUDITORI

Receives direct supervision from assigned supervisory or management personnel. Provides
technical and functional direction over lower level personnel as needed. May exercise direct
supervision over technical and clerical personnel.
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AUDITOR 1I

Receives general direction form assigned supervisory. or management personnel. Provides
technical and functional direction over lower level personnel as needed. May exercise direct
supervision over techmcal and clerical personnel.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not hmlted to, the
following:

Perform financial, operational, performance, and compliance audits by preparing audit program
including scope, objectives, and plans; identifying risk areas and conducting risk assessments;
conducting interviews; researching and analyzing documentation, reports, processes, policies,
procedures, and various data; preparing reports and documenting process findings, and
recommendations for improvement.

Examine aspects of organization operations and internal and management controls, review
organization policies and procedures, appraise performance and accomplishments in the
execution of County plans and objectives, and evaluate the effectiveness of operations in terms
of the resources available to the departments, divisions, districts, and funds audited.

Develop, review, and implement auditing procedures and systems.

Assist in making recommendations to improve financial, operational, performance, and/or
compliance procedures based on criteria, evidence, and client processes, procedures and annual
audit plan and to minimize audit risk.”

Conduct the County’s auditing functions with integrity, independence, and efficiency and in
compliance with County standards and state and federal rules and regulations.

Assist in the development, implementation, and maintenance of County audit policies,

* procedures, and standards by assessing current audit processes; assisting in identifying controls
or measures that are operationally or economically deficient; developing and recommending
improvements; assisting in providing management with independent evaluations of management
practices; communicating revisions to management; and 1mp1ement1ng modifications and
improvements.

Assist independent auditors in their annual review by preparing data, facilitating the provision of
related information, and responding to requests in a timely and efficient fashion.

Supervise, assign, and review the work of assigned staff; trains and evaluates employees.

Keep complete and accurate audit records for a department.

Build and maintain positive working relationships with co-workers, other County employees,
and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

AUDITOR ]

Knowledge of:
o Financial, operational, performance, and compliance auditing procedures including Generally
Accepted Auditing Standards.
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Generally accepted accounting principles, governmental accounting standards and other
governmental accounting procedures. '

Cost accounting, fund accounting, enterprise accounting, and financial reporting.
Principles and theories of internal control including indicators of fraud and risk.

Applicable federal, state, and local laws, regulations, ordinances; and organizational policies
and procedures related to audits. '

Methods and practices of audit work paper preparation, audit report writing presentation, and
making recommendations for improvement.

Practices of researching issues, evaluating alternatives, making sound recommendations, and
preparlng and presenting effective reports.

Modern office practlces methods, computer equipment, and apphcatlons related to the work.

Ability to:

On a continuous basrs know and understand all aspects of the job; intermittently prepare and

~ analyze work papers, reports and special projects; identify and interpret technical and

numerical information; observe and solve problems of operational and technical policy and
procedures.

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach
equipment surrounding desk; perform simple grasping and fine manipulation; use telephone
and write or use a keyboard to communicate through written means; and lift light weight.

Prepare and maintain audit records and reports

Conduct comprehensive financial, operatlonal, performance, and compliance audits including
establishing audit scope and objectives, analyzing data, determining fraud and risk, and
developing recommendations for corrections.

Analyze complex data, identify drscrepanmes develop accurate and concise summaries and
tables, and draw logical and appropriate conclusions.

Understand, interpret, and apply federal, state, and local laws, rules, and regulations.

Effectively represent the department and the County in meetings with governmental agencies,
community groups, and various businesses, professional, and regulatory orgamzatlons and in
meetings with individuals. '

Evaluate and develop 1mprovements in operations, procedures, policies, or methods.
Prioritize and manage multiple projects and meet deadlines.

Operate office equipment and computer applications related to the work.

* Use tact, initiative, prudence, and independent judgment within general policy, procedural,

and legal guidelines.

Communicate effectively in writing and speaking; conduct interviews.
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o Establish and maintain positive working relationships with co-workers, other County
employees, and the public using principles of good customer service. -

Auditor I

Experience and Training

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would
be: '

Experience:

One year of responsible accounting experience performing duties similar to an Accountant
I with Placer County. '

Training: .
Equivalent to a Bachelor's degree from an accredited college or university with major

coursework in business or public administration, finance, accounting, or a related field.

) AUDITOR 11
In addition to the quaiiﬁcations for the Auditor I:
Kliowledge of: . _
o Administrative principles and practices, including goal setting, audit program dévelopment,
implementation, and evaluation, and project management. ’
Ability to:

e Understand the organization and operation of the County and of outside agencies as necessary
to assume assigned responsibilities. '

o Evaluate and prepare recommendations for changes to internal and management controls,
systems, policies, and procedures and in compliance with regulations and auditing standards.

Experience and Training

o Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of responsible audit experience performing duties similar to an Auditor I with
Placer County.

Training:
Equivalent to a Bachelor's degree from an accredited college or university with major
course work in business or public administration, finance, accounting, or a related field.
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License or Certificate:

May need to possess a valid driver’s license as required by the position and in accordance
~ with the California Vehicle Code. Proof of adequate vehicle insurance and medical
clearance may also be required.
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AUDITOR, SENIOR

DEFINITION

To plan, organize, supervise, and personally perform a variety of complex professional
audits of County departments, divisions, districts, external agencies, and funds in
accordance with professional standards such as Institute of Internal Auditors, Generally
Accepted Accounting Standards, and Generally Accepted G@Vernmental Auditing
Standards, which depending on the assignment include an$ 6f'the following: financial,
operational, performance, and/or compliance audits; analyze and audit internal
and management controls and systems, prepare co { { reports including the
issuance of an oplnlon, prov1de recommendat1 ' os and improvements; and
' f in assigned

' d by the nature of external
t diffiéilt and responsible types

sight and review of auditing

’ 5 /gned area of responsibility. This class is
. ;dltor in that the latter plans coordlnates

EXAMPLES OF ESSENTIAL DUTIES — Duties ﬁlay include, but are not limited to,

the following:

Plan, organize, and supervise a major auditing program or section in the County, which
requires extensive and varied knowledge of auditing laws, rules, and regulations
applicable to the assigned area of responsibility.

Provide leadership and supervision to professional, technical, and clerical staff in support
of assigned department and program(s), either directly and through subordinate staff;
coordinate staff training; participate in selection of staff; conduct performance
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evaluations; recommend and 1mplement discipline procedures as appropriate; organize,
assign, review, and evaluate work products, methods, and procedures.

Develop, recommiend, and implement section goals and objectives within assigned
department; assist in developing, implementing, and explaining policies and procedures.
Develop and supervise financial, operational, performance, and compliance audits
including preparing audit program including scope, objectives, and plans; identifying risk
areas and conducting risk assessments; conducting interviews; researching and analyzing
documentation, reports, processes, policies, procedures, and various data; preparing
reports and documenting process, findings, and recommendations for improvement.
Design, implement, update, and document auditing procedures and systems.

Develop, implement, and maintain County audit policies, procedures, and standards by
assessing current audit processes; identifying controls or measures that are operationally
or economically deficient; developing and recommending improvements; providing
management with independent evaluations of management practices; communicating
revisions to management; and implementing modifications and improvements.

Examine organization operations and internal and management controls, review .
organization policies and procedures, appraise performance and accomplishments in the
execution of County plans and objectives, and evaluate the effectiveness of operations in
terms of the resources available to the departments, divisions, districts, external agencies,
and funds audited.

Develop recommendations to 1mprove financial, operational, performance, compliance
procedures and/or to minimize audit risk based on criteria, evidence, and client processes,
procedures, and annual audit plan.

Ensure that the County’s auditing functions are conducted with integrity, 1ndependence
and efficiency and in compliance w1th County standards and state and federal rules and
regulations.

Coordinate 1ndependent audits; facilitate the provision of related 1nformat10n and
responds to requests in a timely and efficient fashion.

Build and maintain positive working relationships with co-workers, other County
employees, and the public using principles of good customer service. '
Represent assigned department and the County to governmental agencies, community
groups, various business, professional, educational, and regulatory organizations, and the
public, as well as to County staff and management in a positive and productive manner.
Perform related duties as assigned. ’

MINIMUM QUALIFICATIONS

Knowledge of:

o Principles and practices of employee supervision, including work planning,
assignment, review and evaluation, and the training of staff in work procedures.

e Standard accepted pﬁnciples and practices of motivation, team building, and conflict
resolution. ’ '

e Administrative principles and practices, including goal setting and project
management.
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Organizational and management practices as applied to the analysis, evaluation,
development, and implementation of programs, policies, and procedures.

Finan(;ial, operational, performance, and compliance auditing procedures inclﬁding
Generally Accepted Auditing Standards. '

Methods and practices related to audit program development, implementation, and

evaluation.

Generally accepted accounting principles, governmental accounting standards and
other governmental accounting procedures. '

Cost accounting, fund accounting, enterprise accounting, and financial reporting.
Principles and theories of internal control including indicators of fraud and risk.

Applicable federal, state, and local laws, regulations, ordinances, and organizational
policies and procedures related to audits.

Practices of researching issues, evaluating alternatives, making sound
recommendations, and preparing and presenting effective reports.

Modern office practices, methods, computer equipment, and applications related to
the work. ' : :

Techniques for effectively representing the County in contacts with governmental
agencies, community - groups, various- business, professional, educational, and
regulatory organizations, and the public.

Ability to:

(]

Analyze work papers, reports and special projects; identify and interpret technical and
numerical information; observe and solve problems of operational and technical
policy and procedures.

On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers, reports and special projects; identify and interpret technical and
numerical information; observe and solve problems of operational and technical
policy and procedures. '

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach
equipment surrounding desk; perform simple grasping and fine manipulation; use
telephione and write or use a keyboard to communicate through written means; and lift
light weight. ' ’

Research, interpret, and aﬁply legal, regulatory, or :administrative laws, rules,
regulations, standards and principles.

Organize, implement, and direct auditing and reporting operations and/or activities.
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Design and implement financial, operational, performance, and/or compliance audit
programs; assess overall effectiveness of assigned programs; and develop and
implement improvement_s and controls for assigned programs.

Train, direct, supervise and evaluate professional and clerical subordinates.

Understand the organization and operation of the County and of outside agencies as
necessary to assume assigned responsibilities.

Analyze and evaluate internal and management controls, systems, policies, and
procedures for compliance with regulations and auditing standards.

Develop and recommend policies and procedures related to assigned operations.

Work with various cultural and ethnic groups in a tactful and effective manner.

Prepare comprehensivé, clear, concise, and highly complex reports.
Communicate cleérly and concisely, both orally and in writing.

Effectively represent the department and the County in meetings with other staff,
outside agencies, community groups, and the public.

Establish and maintain positive working relationships with-co-workers, other County
employees, and the public using principles of good customer service. '

Experience and Training

Any combination of experience and training that would provide the required knowledge
and abilities is qualifying. A typical way to obtain the required knowledge and abilities

would be:

Experience:

Two years of responsible journey level professional financial, operational, or
compliance auditing experience performing duties similar to an Auditor II with
Placer County. ‘

Training:

Equivalent to a Bachelor's degree from an accredited college or university with
major course work in accounting or a related field.

License or Cerﬁficate:

May need to possess a valid driver's license as required by the position and in
accordance with the California Vehicle Code. Proof of adequate vehicle
insurance and medical clearance may also be required.
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SUPERVISING-ACCOUNTANT-AUDITOR, SUPERVISING

DEFINITION

To plan, coordinate, organize, and supervise an assigned work unit(s) within a large, multi-
unit division of the Auditor Controller’s Office; to assign, train, motivate, and evaluate the
work of professional and technical staff; to design, modify, and organize assigned work
processes and operational procedures to maximize assigned work unit’s efficiencies and
effectiveness; to perform the most complex professional and technical functions as
necessary; and to function as a proactive and positive member of the departmental team.

DISTINGUISHING CHARACTERISTICS

The Supervising-Accountant Auditor, Supervising job class is a specialized classification
that recognizes full supervisory responsibilities including planning, assigning and
evaluating the work of subordinates. This job class is distinguished from the Accountant,
Senior and Auditor, Senior classification by the fact that the majority of duties performed
by the former are supervisory and management tasks. This job class is distinguished from
the Accountant, Supervising by the level of demonstrated expertise and knowledge
requited to provide county-wide oversight of a specialized area(s) such as financial
accounting and/or government auditing processes. This class is further distinguished from
the Managing—Accountant Auditor, Managing cla551ﬁcat10n by the latter S over-all
departmental management respon31b111t1es

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from assigned management staff to include the Auditor Controller
and the Assistant Auditor Controller. :

Exercises direct and full supervision over assigned professional, techmcal and clerical
personnel

EXAMPLES OF'ESSENTIAL DUTIES — Duties may include, but are not limited to,
the following:

Schedule, train, monitor, motivate, and supervise assigned professional, technical, and
clerical staff; provide proactive and informational performance feedback to employees on
an on-going basis; conduct performance evaluations in a timely and effective manner.
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Plan, organize, coordinate, and supervise an assigned work unit(s) within a large, multi-
unit division or a specialized stand-alone division within the Auditor Controller’s Office;
represent the assigned work unit(s) and staff to other divisions within the Office as well as
other County departments and outside public and/or private organizations.

Monitor and evaluate the processes, procedures, and work flow of assigned work unit(s)
on an on-going basis to maximize efficiencies and effectiveness; re-design and modify
existing processes and procedures in a timely response to new or changing laws,
regulations, codes, and ordinances, improved technologies, and/or clients’ expectations
and requests; create, establish, and implement new processes and procedures as necessary.
Perform the more difficult and complex financial accounting, reporting, and/or auditing
tasks assigned to the designated work unit(s) utilizing specialized skill sets and in-depth
knowledge of governmental accounting, the County’s funding structures, GAAP, GASB,
etc; perform a variety of required functions and duties when work unif(s) is short staffed
and/or deadlines demand.

Participate in the recruitment and selection of designated staff, coordinate and participate
in the interview process; provide support and monitor performance.

Maintain and update performance documentation for all assigned staff on an on-gomg
basis; recommend disciplinary actions as necessary and as appropriate; provide oral and
written warnings in accordance with accepted policy and personnel rules; implement
approved disciplinary actions in a timely and professional manner upon request.

Act as primary resource and main point of contact regarding the functions and
responsibilities of assigned work unit(s) and staff; provide proactive and positive customer
service; respond to all inquiries, questions, and requests in a timely and customer oriented
manner; investigate complaints and recommend corrective and/or proactive action to be
taken as necessary.

Participate in the budget preparation process; prepare cost estimates for assigned work
unit(s); submit justifications with documentation for budget requests related to staff,
equipment, and supplies; monitor and control assigned budget on an on-going basis.
Build and maintain positive working relationships with co-workers, management, other
County employees, other organizations and agencies, and the public using principles of
good customer service.

Perform related duties as required.

MINIMUM QUALIFICATIONS

Knowledge of:
e Generally accepted accounting principles, governmental accounting standards and
other pertinent governmental accounting and auditing procedures.

o Cost accounting, fund accounting and financial reporting methods and procedures.

e Application and operation of designated computerized accounting systems and
spreadsheets, utilizing designated accounting and spreadsheet software.

o Statutory laws, rules and regulations applicable to governmental accounting, auditing
~ and finance within designated programmatic areas of responsibility.
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Pertinent local, staté, and federal rules, regulations and laws.

Budget preparation, adrninistration and control procedures.

Principles and pracﬁceé of motivation, team building and conflict resolution.
Modern office procedures, methods and computer equipment.

Principles of effective _supefvision techniques, training methods, and effective
performance management. » ' o A

Principles and praétices utilized in pla.nning, organizing and controlling work flow
and processes.

 Principles, practices, methods and téchniques of financial auditing.

Principles and theories of internal control.

Common indicators of fraud and risk.

Ability to:

Organize, implement and direct designated accounting, auditing, and/or financial
reporting operations and/or activities. '

On a continuous basis, know and understand all aspects of the assigned position;
intermittently analyze work papers, reports and special projects; identify and
interpret technical and numerical information; observe and solve problems of
operational and technical policy and procedures.

Analyze problems, identify alternative solutions, project consequences of proposed
actions and implement approved solutions in support of stated goals.

Design and implement accounting and financial management systems.

Analyze and evaluate accounting systems and financial programs; design
improvements and controls for assigned operations; and assess overall effectiveness

- of programmatic responsibilities.

Interpret and apply legal, regulatory and administrative controls to accounting
functions and financial management systems. -

Develop and monitor an assigned program budget in an effective manner.
Develop and recommend policies and procedures related to assigned operations.
Communicate clearly and concisely in both oral and written forms.

Work with various cultural and ethnic groups and individuals in a tactful and
effective manner. '

Train, direct, supervise and evaluate the work of professional, technical, and clerical
staff.
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e Perform the most complex accounting work of the a331gned work unit(s) in an
effective and timely manner.

o  Establish and maintain effective working relationships with those contacted in the
course of performing assigned duties.

Experience and Training .

Any combination of experience and training that would provide the required knowledge
and abilities is qualifying. A typical way to obtain the required knowledge and abilities
would be:

- Experience:

Four (4) years of progressively responsible journey level professional experience
performing duties similar to an Accountant ]I or Auditor II with Placer County, one
year of which must have been performing full supervisory functions in a similar
professional environment;

OR

Two (2) years of progressively responsible advanced journey level professional
experience performing duties similar to a Semier-Accountant, Senior or Auditor,
Senior with Placer County.

Training:
Equivalent to a Bachelor's degree from an accredited college or university with
major course work in accounting or a related field.

License or Certiﬁcaté:

May need to possess a valid driver’s license as required by the position. Proof of
adequate vehicle insurance and medical clearance may also be required.
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s KOff & Associates

Human Resources Consulting Since 1984

June 30, 2017

Ms. Lori Walsh

Human Resources Director
County of Placer

145 Fulweiler Avenue, Suite 200
Auburn, CA 95603

Dear Ms. Walsh:

Koff & Associates is pleased to present the final report for the classification study of the
Accountant- Auditor classification series at the County of Placer. This report documents the -
classification study process, provides recommendations for allocation of individual positions
currently classified as Accountant Auditor I, Il, Senior, Supervising and Managmg and revisions to
current and new class specifications.

This report incorporates a summary of the classification study’s multi-step ‘process. The
classification study process included completion of written Position Description Questionnaires,
interviews with employees, supervisors and managers, and employee review and comments in
the form of draft class descriptions, and class allocation recommendations.

We would like to thénk you, Hedy Dehghan and other County staff for your assistance and
cooperation without which this study could not have been brought to its successful completion.

We will bevglad to answer any questions or clarify any points as you are implementing the findings

and recommendations. It was a pleasure working with the County of Placer and we look forward
to future opportunities to provide you with professional assistance.

Very truly yours,

Katie kaneko
President

2835 Seventh Street, Berkeley, California 94710 | 510.658.5633 | www . KoffAssociates.com
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BACKGROUND

In July 2016, Koff & Associates (K&A) conducted a classification study for the Accountant Auditor
classrfrcatron series at the County of Placer. The goals and objectives of the study were to:

> Recommend appropriate classifications for the studied positions that:
e Recognize the scope and level of responsibility of the studied positions;
e Provide an improved basis for recruitment assessment, and selection; and

e Provide a basis for establishing a compensation level that is commensurate with the
nature of the work performed

A classification study may be performed for various reasons including the appearance that a
position is performing different duties than are currently outlined for the classification; has
experienced gradual changes in duties performed; has undergone changes in organizational
relationships; or when a department, a division, an employee, or the County wants to ensure
more equitable internal alignment. In this case, there was concern by management that that the
duties and minimum qualifications of some positions were distinct enough to warrant the
creation of additional levels and classifications.

There were 57 positioné_studied within the series:
11 classified és Accountant Auditor I;

22 classified as Accountant Auditor II,;

17 classified as Accountant Auditor Senior;

2 classified as Accountant Auditor, Supervising

4 classified as Accountant Auditor, Managing

vV V V V V V

1 classified as Senior Administrative Services Officer

 CLASSIFICATION STUDY METHODOLOGY

The following provides an overview of the classification study methodology.
A. Orientation Meetings with Employees and. Distribution of Position Description
Questionnaire (PDQ) S :
o K&A facilitated orientation meetings for all study participants and managers and

distributed the PDQ, began the educational process that continued throughout the
study, and discussed the importance of employees’ involvement and the elements not

part of the study.
B. PDQ Completion & Review
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e Employees completed PDQ forms and their supervisors and management reviewed,
commented, and signed off on the forms.

e K&A received and reviewed the PDQ forms.

C. Employee and Supervisor Interviews

e Interviews were scheduled with employees, supervisors, and management.

© EmpI‘dyees were interviewed to clarify and supplement the PDQ data.

~e  Supervisors and management were interviewed to clarify and/or confirm the
information collected in the staff interviews and to respond to potential perception
differences regarding roles, tasks, and scope.

D. Classification Concept and Position Allocation Developmen"c

e Following the analysis of the classification information gathered, classification
concepts and position allocations were developed and recommended.

Classification concept recommendations may include expanding or collapsmg
class series and/or separating or combining classifications assigned to different
functional areas; identifying and defining classification levels and career ladders;
and updating established titling guidelines for the studied classifications for
appropriate and consistent titling.

Specific position allocation recommendations include specifying current and
proposed classification title-and impact of the recommendations (reclassification,
title change, or no change [i.e., update of classification description format and/or

" content only]).

Recommendations for title change and reclassification are made to more clearly
reflect the level and scope being performed, as well as establish consistency with
the labor market and industry standards.

Appendix | contains the classification recommendations for each position studied.

Meetings were held with management to communicate draft class concepts and
receive feedback.

Resolution of issues, wherever possible, including additional contacts with
employees and management to obtain details and gain clarification.

E. Draft Class Description Development

Within the existing County format, new and/or updated class descriptions were
developed for each proposed classification, updating duties, responsibilities, and
minimum qualifications of each class specification.

F. Class Description Review and Update
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= Draft copies of the new classification descriptions were submitted to employees
and management to provide comments and concerns regarding any modifications
and to ensure that no facts were overlooked and that the recommendations were
fair and consistent. :

= Allocation recommendations and/or classification descriptions were revised, as
appropriate, based on employee and management feedback. The final
classification descriptions are included in Appendix I1.

G. Final Report Development

= The Final Report was developed and contains: goals and objectives, classification
methodology and recommendations; classification concepts; and classification
. descriptions. ‘

CLASSIFICATION CONCEPTS DEFINED

New Classification Concepts were developed as. part of this study process which defines the
recommended classification series. It is commonly found that three (3) categories of positions
generally exist below supervisory/management levels and can be described as Operational,
Technical, and Professional. Within each of these categories various job levels can exist,
de'pending on the needs of the organiza\tion. One key aspect of this study was to define key
differences and similarities between positions performing work in line with the Accounting
Technician classification (Technical Category), and Accountant series (Professional Category).

The Technical classifications capture work where the skills are typically acquired through
vocational education and/or apprenticeships, certifications, specialized, or on-the-job training.
Problems are typically solved through knowledge of past practices and procedural guidelines, or
through knowledge gained through work experience. Positions assigned to the technical
classifications apply a defined skill set to the work, while developing some specialized skills in
procedures, operations, techniques, and systems in the functional area. Positions classified as
an Accounting Technician regularly perform work that requires specialized knowledge of
processes and procedures. We did not study the Accounting Technician classifications as part of
this study process but did observe that the County should consider a more in depth analysis to
distinguish Accounting Technicians that are functioning as individual contributors from those that
are supervising staff performing fiscal support work. It is our experience that the addition of
supervisory responsibilities as a predominant aspect of work warrants distinct classification
recognition. Currently the classification indicates that positions assigned may or may not
supervise. .

The Professional category includes positions which require theoretical, conceptual and
specialized financial accounting knowledge and expertise. Skills are typically acquired through
education (relevant four-year degree), experience, specialized training and/or professional
certification. Problems are typically solved through analysis and strategic thinking. Positions may
be regularly involved in complex processes that have significant consequence of

3
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error. Incumbents regularly act in a lead or supervisory capacity and routinely perform complex
and "difficult professional accounting functions with a high degree of complexity and
-independence. _

1. ACCOUNTANT I/l

'Key Allocation Concepts: Entry (1) and Journey (lI) level professional classes that perform
professional accounting work to maintain County accounting financial statements, records,
reports, and related supporting documentation.

Definition: Under general supervision or direction, performs professional accounting work
related to the maintenance of County accounting records and statements and the preparation of
associated ledgers, journals, and reports in a centralized accounting or departmental setting;
works with taxpayers to resolve assessment issues and responds to taxpayer and public inquiries;
responsible for the entire departmental financials or a major section in a large department or
with a County-wide perspective. Class is flexibly staffed.

Distinguishing Characteristics Accountant I:

> Entry-level class of the professional accounting series;

> Initially under close supervision, incumbents perform more routine duties while learning
County policies and procedures and becoming familiar with the variety of departmental
systems and practices;

> As experience is gained, duties become more diversified and are performed under more
general supervision; and

> Supervises accounting technical and support staff; ,

> Class is flexibly staffed with Accountant Il and incumbents may advance to the higher level
after gaining experience and demonstrating proficiency, which meet the qualifications of the
higher-level class.

Distinquishing Characteristics Accountant l:

> Journey level class in this series, fully competent to independently perform the full range of
accounting duties.

Thorough knowledge of governmental and financial accounting standards and procedures
Ability to add value to procedures and processes;

The ability to exercise sound independent judgment within established guidelines;

Skill in directing the work of others;

Class is distinguished from Accountant/Auditor in that the latter performs mternal and

external audits.

YVVVYVY

2. SENIOR ACCOUNTANT

Key - Allocation _Concepts: Performs professional accounting work to ensure regulatory
compliance with governmental accounting standards for a department, or major program area
or section within an assigned department; provides recommendations for efficiencies and
improvements in accounting systems; manages the effective use of department resources to

4
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improve organizational productivity and customer service; and provides highly resbonsible
technical assistance to management staff in assigned department.

Definition: Under general direction, supervises professional accounting work relating to
accounting procedures and financial reporting or complex cost accounting related to state-
mandated reporting of departmental, major program area or section operations. This
classification represents a technical leader, both internally and externally, with a high degree of
knowledge in the overall field and recognized expertise in specific areas. Daily oversight at this
level to professional, technical, and support staff. Incumbents engage in problem-solving that
frequently requires analysis of unique issues and problems without precedent and/or structure.
Incumbents function with a high degree of autonomy. '

Distinguishing Characteristics:
> Supervisory class in the accounting series, responsible for planning, organizing, supervising
and reviewing the work of a group of professional accountants and accounting support staff.
> Incumbents serve as a technical expert in accounting and financial reporting, researching
trends and patterns to develop new methods, criteria, or proposed'internal controls, policies,
and procedures;
> Incumbents in this class are typically assigned to manage complex projects, programs,
‘studies, and initiatives that involve contact outside of the County;
» The work involves a high-level of problem-solving requiring analysis of unique issues or
increasingly complex problems without precedent and/or structure and formulating,
- presenting, and implementing strategies and recommendations for resolution; and
» Work assignments are typically given as broad, conceptual ideas and directives and
incumbents are accountable for overall results and responsible for developing guidelines,
action plans, and methods to produce deliverables.

3. SUPERVISING ACCOUNTANT

Key Allocation Concepts: Second supervisory level professional class that oversees within a large
multi-unit division of an Agency the cost and financial accounting and reporting functions;
supervises through subordinates supervisory and professional staff.

Definition: plans, coordinates, organizes, and supervises an assigned work unit(s) within a large,
multi-unit division within departments that have Agency-wide financial accounting and reporting
responsibility; assigns, trains, motivates, and evaluates the work of professional, technical, and
clerical staff; designs, modifies, and organizes assigned work processes and operational
procedures to maximize assigned work unit’s efficiencies and effectiveness; performs the most
complex professional and technical functions as necessary; and functions as a proactive and
positive member of the departmental team. :

Distinguishing Characteristics: v |
> Second full supervisory class in the accountant series, responsible for planning, organizing,
supervising and reviewing the work of a group of accountant/auditors and support staff

through lower-level supervisory staff;
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>

>
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Incumbents in this class are typically assigned to manage complex Agency projects, programs,
studies, and initiatives;

The work involves a high- level of problem- solvmg requiring analysis of unique issues or
increasingly complex problems without precedent and/or structure and formulating,
presenting, and implementing strategies and recommendations for resolution; v
Work assignments are typically given as broad, conceptual ideas and -directives and
incumbents are accountable for overall results and responsible for developmg guidelines,
action plans and methods to produce deliverables; and

AUDITOR I/1i

Key Allocation Concepts: Professional class that performs internal and external compliance,

financial and performance audits.

Definition: performs a variety of complex professional audits of County departments, divisions,
districts, external agencies, and funds which depending on assignment include any of the
following: financial, operational, performance, and/or compliance audits; review, analyze, and
audit internal.and management controls and systems; prepare complex audit reports; provide
recommendations for efficiencies and improvements; and supervise assigned personnel.

Distinquishing Characteristics Auditor I:

>
>
>

Entry-level class of the professional auditor series;

Knowledge of governmental and financial accounting standards and procedures;

Initially under close supervision, incumbents perform more routine duties while learning -
County policies and procedures and becoming familiar with the variety of auditing procedures

-and practices;

As experience is gained, duties become more dlverSIerd and are performed under more
general supervision; and

Class is flexibly staffed with Auditor Il and incumbents may advance to the higher level after
gaining experience and demonstrating proficiency, which meet the qualifications of the
higher-level class.

Distinguishing Characteristics Auditor Ii:

>

VVVY

v

Journey level class in this series, fully competent to independently perform the full range of
auditor duties.

Thorough knowledge of governmental and financial accounting standards and procedures;
Ability to add value to procedures and processes;

The ability to exercise sound independent judgment within established guidelines;

Class is distinguished from Accountant in that the latter performs internal and external audits.

SENIOR AUDITOR

Key Allocation Concepts: Supervisory level professional class that performs internal and external

audits through subordinate staff and performs advanced auditing work.
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Definition: Plans, organizes, supervises, and personally perform professional financial,
operational, performance, and/or compliance audit work for a department, division, and/or
County-wide programs and funds; reviews, analyzes, and audits internal and management
controls and systems; prepares complex audit reports; provides recommendations for
efficiencies and improvements; supervises professional audit staff; and provides highly
responsible technical assistance to management staff in assigned department.

Distinguishing Characteristics:

> Responsible for planning, organizing, supervising and reviewing the work of auditors and
support staff; :

> Incumbents serve as a technical expert-in auditing, researching trends and patterns to
develop new methods, criteria, or proposed internal controls, policies, and procedures;

» Incumbents in this class are typically assigned to manage complex projects, programs,
studies, and initiatives that involve contact outside of the County and the ability to manage
multiple stakeholder interests.

» Requires a high level of technical expertise and acumen in support of management priorities;

» The work involves a high-level of problem-solving requiring analysis of unique issues or
increasingly complex problems without precedent and/or structure and formulating,
presenting, and implementing strategies and recommendations for resolution;

» Work assignments are typically given as broad, conceptual ideas and directives and
incumbents are accountable for overall results and responsible for developing guidelines,
action plans, and methods to produce deliverables; and

» Class distinguished from Accountant Auditor Supervising in that the latter has management
level responsibility for both auditing and general accounting functions.

6. SUPERVISING ACCOUNTANT AUDITOR

Key Allocation Concepts: Second supervisory level professional class that oversees on a County-
wide basis the financial accounting and reporting and/or auditing functions; supervises through
subordinate supervisory and professional staff. -

Definition: Under general direction, plans, organizes, schedules, directs, coordinates, and reviews
activities, initiatives, and projects related to the County-wide internal auditing or accounting
functions; performs professional internal auditing and accounting work relating to County
accounting procedures and records. '

Distinguishing Characteristics:

» Second full supervisory class in the accountant or auditing series, responsible for planning,
organizing, supervising and reviewing the work of a group of accountant/auditors and
support staff through lower-level supervisory staff; :

> Incumbents serve as a technical expert in auditing, researching trends and patterns to
develop new methods, criteria, or proposed internal controls, policies, and procedures;

» Incuimbents in this class are typically assigned to manage complex County-wide projects,
programs, studies, and initiatives, ' :

7
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> The work involves a high-level of problem-solving requiring analysis of unique issues or

increasingly complex problems without precedent and/or structure and formulating,
- presenting, and implementing strategies and recommendations for resolution; ’

» Work assignments are typically given as broad, conceptual ideas and directives and
incumbents are accountable for overall results and responsible for developing guidelines,
action plans, anc_l methods to produce deliverables; and :

» Class distinguished from the Accounting Manager in that the latter has management level
responsibility for both auditing and general accounting functions.

7. MANAGING ACCOUNTANTAUDITOR '

Key Allocation Concepts: Manager level professional class that directs professional accounting
work through subordinates relating to County-wide accounting procedures and financial
reporting. Assigned to the Auditor-Controller department.

Definition: Plans, organizes, directs and manages the activities of a division within the
Auditor—Controller Department including accounting and financial reporting activities of the
Property Tax Management Division or the General Accounting Division; coordinates Division
activities with other divisions and departments; and provides highly complex staff assistance to
" the Auditor—Controller. ' |

Distinguishing Characteristics: :

»> Management level class responsible for the overall administration of professional accounting
work relating to County-wide accounting procedures and financial reporting;

» Incumbents in this class are typically assigned to manage complex projects, programs,
studies, and initiatives that involve contact outside of the County and the ability to manage
multiple stakeholder interests, require a high level of technical expertise and acumen in
support of management priorities, strategic initiatives, and directives, and are of high

visibility and sensitivity to the County; _

> Great degree of latitude for the exercise of independent judgment and decision-making; and

» Responsible for developing.and implementing division and department goals, objectives and

~ standards in addition to furthering County goals and objectives. .
> Manages through subordinate supervisors.

CLASSIFICATION STUDY FINDINGS

When positions are classified, the focus is on assigned job duties and the job-related
requirements for successful performance, not on individual employee capabilities or amount of
work performed. Positions are evaluated and classified on-the-basis of such factors as knowledge
and skill required to perform the work, the complexity of the work, the authority delegated to
make decisions and take action, the responsibility for the work of others and/or for budget
expenditures, contacts with others (both inside and outside of the organization), the impact of
the position on the organization, and working conditions. ' ‘
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K&A'’s classification recommendations for each of the studied positions studied can be foundin
Appendix I.

Title Change

Title changes are recommended to more clearly reflect the level and scope being performed, as .
well as establish consistency with the labor market and industry standards. Compensation

recommendations are not dependent upon a new title, but upon the market value as defined by
job scope, level and responsibilities, and the qualifications required for successful job -
~ performance. '

When evaluating the allocation of positions, it is necessary to: (i) identify the duties that the '
incumbents are currently being required to perform; (ii) determine if those duties are captured
in the current classification description; and (iii) identify the percentage of duties being
performed, if any, which are outside of the current classification. In classifications such as with
the Accounting job family and Auditing job family we found that each group has knowledge
specific to their functional assignment which are distinct and not easily transferable.

There were some positions where the predominant work was related to the conduct of financial,
operational, performance and compliance audits and accordingly, because of the distinct
experience and skill set from other accounting.focused positions, the: Accountant ~ Auditor
classification was split into two series: Accountant I/1l, Senior and Auditor I/11, Senior. The reason
for recommending a new Auditor classification series is because of the experience level and skill
set of this function requires not only an understanding of accounting systems but identifying
means to test their reliability which is considered distinct from the skill set needed to perform
the work related to accounting for County funds and accounts.

Table 1. Title Change Recommendations

Accountant Auditor | Accountant | (11 positions)
Accountant Auditor I — Accountant [l (13 positions)
Accountant Auditor /11 (Vacant) R .1 Accountant!/Il { 4 Vacant positions)
Accountant Aﬁditor Senior | Senior Accountant (10 positions)

There were some positions assigned to the Accountant series that more closely aligned with a
supervisor of accounting support staff rather than a professional level accountant but with the

" limitations of not closely studying the body of work performed at the Accounting Technician level,
complicated by the Accounting Technician classification allowing for supervisory duties that in
our opinion should be distinguished in a separate classification, we did not have enough
information to recommend changes to classification assignment.
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Reclassification

Reclassification recommendations are made for positions that are working out of class due to
level and scope of work and/or Job functions that have been added or removed from to those
positions over time.

Supervising Accountant. We observed a few Senior Accountant Auditor positions that were operating at

a level more akin to the Supervising Accountant- Auditor, in that they had responsibility for multiple units

of accounting functions with Agency-wide responsibility, requiring a significantly larger number of direct
. reports. The preponderance of their time was spent managing the functional assignments and supervising

staff, through lead workers. In addition, considerable time was spent improving the efficiency of

operations and managing resources. This classification differed from the Supervising Accountant-Auditor

in that it did not have the county-wide breadth of knowledge required of those assigned to the Auditor
* Controllers office. Accordingly, we recommended that a new Superwsmg Accountant c|a55|f|cat|on be
~ created to capture this distinct level of work. :

Additionally, there was one position within the Administrative Services Officer (ASO) series, that differed
from other positions in the series, in that the body of work was solely focused on Accounting related
duties, similar to a Supervising Accountant, in contrast to other ASO positions that had a wider range of
administrative functional oversight such as human resources or information technology.

Accountant I. There was one position where the preponderance of work was related to ensuring
compliance with administrative and fiscal processes for a narrow aspect of department operations and
did not have a larger perspective on department-wide financial operations. This contrasted with other
positions assigned to this classification. It was our opinion that it fell more in line with an Accounting
‘Technician based on the description only. 'However, upon further review with management, we were
informed that due to staffing issues, the position was involved in covering a lower level position due to
incumbent absence, and accordingly had not been assigned the full scope of professional responsibilities.
There was indication that the responsibility level of this position was evolving. Accordingly, since at the
time of the study this position was not performing the full scope of responsibility, we recommend that it -
be reclassified to an Accountant I.

Another position was involved in fiscal recordkeeping for division within a department where the span of
control and scope of respon5|b|l|ty was more limited than many of the posntlons placed within the
Accounting series. The expectation for an Accountant is that it would encompass all fiscal aspects of a
section or division including financial statement production and the regular reliance on financial and
governmental accounting principles and procedures in performing the work. The position’s focus involves
a narrower scope, predominantly limited to transactional accounting, compiling data, and day to day
operations as opposed to preparing full departmental budgets and trial balances and improving
department wide accounting and financial systems. There was indication that the responsibility level of
this position was evolving, including assignment of support staff supervision. Accordingly, since at the
time of the study this position was not performing the full scope of responsibility, we recommend that it
be reclassified to an Accountant 1.

10
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Table 2, Reclassification Recommendations

Accountant Auditor Il Auditor 1i (2 position)

Accountant Auditor /11 Auditor I/l {Vacant)

Accountant Auditor, Senior | | Auditor, Senior (2 position)
Accountant Auditor, Senior o Supervising Accountant (5 positions)
Senior Administrative Services Officer Supervising Accountant (1 position)
Accountant Auditor 1 » Accountant! (2 positions)

Classification Description Update

As.a general recommendation, the current classification descriptions for the Accountant and
Auditor series need to be updated to reflect the current work performed. The general issues K&A
identified that needed to be updated in the classification descriptions included revised duty
statements and distinguishing characteristics.

The revised descriptions are included in Appendix fl.

Classification Plan Maintenance

In the maintenance of the classification plan when an employee is assigned an additional duty or
responsibility and requests a change in classification, it is reasonable to ask:

» What additional knowledge and skills are required to per'fornﬁ'thé duty?

> How does one gain this additional knowledge and skills — through extended training, through
" a short-term seminar, through on-the-job experience?

» Does this duty or responsibility require new or additional supervisory responsibilities?

> Isthere a greater variety of or are there more complex problems that need to be solved as a
result of the new duty?

> Does the employee have to make a greater variety of or more complex decisions as a result
of this new duty?

> Are the impacts of decisions greater because of this new duty (effects on staff, budget,
department or County-wide activities, and/or relations with other agencies)?

> Are guidelines, policies, and/or procedures provided to the employee for the performance of
this new duty?

11
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» Isthe employee interacting with County workers, the public, or others differently as a result
of this new assignment? '

> Have the working or physncal conditions of the job changed as a result of this new
assignment? :

Asking these questions and analyzing the factors listed under the StUdy Finding section of the
‘report will enable the County to maintain the classification system in a consistent manner.

Internal Alignments

While analyzing internal relationships, the same factors analyzed when comparing the County’s
classifications to the labor market are used when making internal salary alignment
recommendations. Where it is difficult to ascertain internal relationships due to unique
qualifications and responsibilities, market reference should be made.

In addition, below are standard human resources practites that are commonly applied, when
making salary recommendations based upon mternal relationships, as follows:

» Standard internal percentages should be applied to the new classifications.

» When a market or internal equity adjustment is granted to one class in a series, the other
classes in the series are also adjusted accordingly to maintain internal equity.

Internal equity between certain levels of classification is a fundamental factor to be considered -
when making salary decisions. Careful consideration needs to be given to these alignments
because they represent internal value of classifications within job families, as well as across the
organization. It is important for County management to carefully review these internal
relationships and determine if they are still appropriate given the current market data.

It is important to analyze market data and internal relationships within class series as well as
across the organization, and adjust salary range placements as necessary based on the needs of
the organization.

CONCLUSION

The result of the classification study was to separate the Accounting Auditor classification series
into two distinct series specifically and Accountant series and an Auditor series. We also created
a new Supervising Accountant classification to distinguish those positions that had Agency-wide
responsibility, requiring the preponderance of their time to be spent managing the functional
assignments and supervising staff with considerable time spent 1mprovmg the efficiency of
operations and managing resources.

We want to thank the County of Placer for its time and cooperation in bringing this study to a
successful conclusion. It has been a pleasure working with the County on this critical project.
Please do not hesitate to contact us if we can provide any additional information or clarification
regarding this report.
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Respectfully Submitted,
Koff & Associates

KatiewKane_ko, President
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145 Fulweiler Avenue, Suite 200
Auburn, California 95603 . Andrae Randolph - Chair

Rick ward

Lori Walsh, Human Resources Director
Paula Hood, Commission Clerk
Main Office: 530.889.4067
www.placer.ca.gov

MEMORANDUM

To: Civil Service Commission ,
From: Lori Walsh, Human Resources Director
By: Kathy Youngs, Sr. Human Resources Anolysf KL
- Date: ~ July 10, 2017 :
Subject: Executive Secretary — Reclassification Reques’f and Non- Compe’n’rlve
Promotion
Recommendation |

It is recommended the Civil Service Commission approve:

e The feclassiﬁcation of an Executive Sécretary GNRL Grade 76 ($4,032.36 - $4,901.43
monthly) to the classification of Administrative Technician GNRL Grade 76 ($4,032.36 -
$4,901.43 monthly) and the non-competitive promotion of the current incumbent pursuant

to County Code section 3.08.480."

Background

At the request of the Risk Management - General Liabilities division of the County Executive’s
Office, Human Resources (HR) conducted a classification review of their Executive Secretary
allocation, where the incumbent is currently underfilling the position as an Administrative
Secretary. - HR reviewed the Position Inventory Questionnaire (PIQ) completed by the-
“incumbent, performed a desk audit and met with the Assistant Risk Manager and the Risk

Management Administrator to clarify outstanding questions.

Basis for Recommendation

A review of the PIQ, information obtained through the desk audit, discussions with the Assistant
Risk Manager and the Risk Management Administrator, and a comparison with the other
Administrative ‘Technician position in the General Liabilties division as well as other
Administrative Technician positions throughout the county, it was determined that the duties and
tasks assigned to this position, and performed by the incumbent, currently underfilling as an
Administrative Secretary, are consistent with duties assigned to the Administrative Technician
classification, not the Executive Secretary classification. Also, the current duties assigned to
this position have evolved beyond that of an Administrative Secretary, as it is being underfilled,
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" Page 2

and are more appropriately aligned to the Administrative Technician classification. On a side
note, the Executive Secretary classification, as allocated, is typically allocated one per
“department and provides direct support to a department head, which is not a duty performed by
the incumbent in this posMon

Typical duties assigned to an Administrative Technician position include providing responsible
para-professional administrative and technical assistance by coordlnatlng, monitoring and
~reporting on various departmental activities of a routine and recurring nature. It has been
determined that the incumbent has been assigned the higher level duties and responsibilities
including, but not limited to:

» Assessing, researching, compiling and maintaining information that comes into the
department regarding Liability claims against the county. Logging information and.
researching the history of claimants to determine whether there are previous and/or
pending cases.

e Creating, developing, updatlng and maintaining data and records in the IVOS Claims
Management System.

¢ Providing rating premium costs for special event insurance applications submitted from
the public when renting county owned facilities and independently determining the level

. of insurance the renter requires.
« Determining the appropriate insurance agency to use based on the Insurance guidelines
- requirements from the Department of Insurance and Underwriting Broker Guidelines and
also based on the best interest of the county and the person requesting insurance for the
event planned in a county owned facility

e Logging and compiling reports of all vendor contracts that are approved by the Placer
County Board of Supetrvisors.

¢ Periodically providing technical and functlonal lead supervision to extra help staff
assigned to the General Liability Division.

Pursuant to County Code 3.08.520, the employee impacted by this reclassification has been
notified of the recommendation and the action to move the request forward to the Civil Service

Commission at today's date

Pursuant to County Code 3.08.480, it has been venfled that the incumbent meets the minimum
qualifications of the proposed classification and has been assigned and performing the duties
successfully for not less than one year. Therefore, it is requested that the incumbent be non-
competitively promoted to the classification of Administrative Technician.

Attached for your review is the organizational chart for the CEO General Liability Division. The
County Executive Office concurs with the recommendation described above.

Attachment — CEO General Liability Org Chart

cc: David Boesch, County Executive Officer
Joe Ney, Assistant Risk Manager
Jim Kotey, Risk Management Administrator
Daniel Vick, Management Analyst
Chad Fenstermacher, Budget Analyst
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PLACER COUNTY CIVIL SERVICE COMMISSION

HUMAN RESOURCES DEPARTMENT R Sosta
145 Fulweiler Avenue, Suite 200 Don Nelson

Auburn, California 95603-4578 Andrae Randolph

Rick Ward

Lori Waish, Human Resources Director
Main Office: 530.889.4060
FAX: 530.886.4626

MEMO RANDUM www.placer.ca.gov
To: . Civil Service Commission
From: Lori Walsh, Human Resources Director
By: Kathy Youngs, Senior Human Resources Analyst
Date: July 10, 2017
Subject: Request for Classification Spemflcatlon Revisions — Economic Development

Specialist and Economic Development Specnahst Senior

Recommendation

It is recommended that the Civil Service Commission approve the proposed revisions to the
Economic Development Specialist and Economic Development Specialist - Senior classification
specifications. o

Background

- The Economic Development division of the County Executive’s Office has requested to add a
new position allocation to their 2017/2018 budget for the classification of Economic
Development Specialist — Senior, which was last utilized in 2011. In anticipation of filling this
position, management staff in Economic Development reached out to Human Resources to
discuss the process of how to recruit for this position, once it is approved in the budget.

A review of the Economic Development Specialist and Economic Development Specialist —
Senior classification specifications found that they were due to be updated.

Basis for Recommendation

The Economic Development division is responsible for attracting, retaining and expanding
businesses in Placer County. It has been six years since the Economic Development Specialist
— Senior position was vacated and unfunded, and now, with the economy recovering from the
recession, there is a need to revitalize the classification series in order to hire staff to collect,
compile and analyze data regarding economic conditions and bring businesses and jobs into
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Classification Specification Revision Request — Economic Development Spemahst and
Economic Development Specialist - Senior

Page 2

Placer County. The classification specifications when originally written, provided a more generic
representation of the essential job duties. While the changes to the classification specifications
are relatively minor, the updates provide more specificity of the job duties, offering a greater
understanding of the essential duties required to perform the job. The classification
specifications provide further details regarding the responsibility for developing grant
applications and reports as well as administering, monitoring and evaluating contracts.

Attached for the Commission’s review and consideration are copies of the draft updated
Economic Development Specialist classification specifications and the County Executive’s
Office — Economic Development "division organization chart. The Business Agent for
PPEOQ/Stationary Engineers Local 39, the County Executive Office and management in the
Economic Development division have all reviewed the draft classification specmcatlons and
agree with the recommended changes

Attachments:

Attachment 1: Job Specifications
Attachment 2: CEO — Economic Development Organizational Chart

cc: David Boesch, CEO
Sherri Conway, Director of Economic Development
Paul Griffith, Principal Management Analyst
James Importante, Senior Management Analyst.
: James Britton, Business Representative, IUOE Stationary Engineers Local 39



PLACER COUNTY.
September 1995
February 1996
April 2000

July 2017
ECONOMIC DEVELOPMENT SPECIALIST

DEFINITION

To perform a variety of analytical and technical duties in support of the Counfys
economic development policy; to provide information and assistance to developers and

the public; and to provide prefessienal-staff-assistance to the Director of Economic
Development.

DISTINGUISHING CHARACTERISTICS

The Economic Development Specialist is the journey level class within the Economic

Development Specialist series and is assigned the full range of duties. Employees at this

level receive only occasional instruction or assistance as new or unusual situations arise
and are fully aware of the operating policies and procedures of the Office of Economic

Development.

SUPERVISION RECEIVED AND EXERCISED
Receives immediate supervision and direction from the Director of Economic

Development and may receive technical and functional supervision from the Senior
Economic Development Specialist. :

EXAMPLES OF ESSENTIAL DUTIES — Duties may include, but are not limited to,
the following:

Collect, compile and analyze data abeut- regarding economic conditions and projects;
prepare informational and promotional reports, illustrative charts tables and graphs, and
press releases.

Research, establish and maintain various files and data bases regarding economic
development;-. Organize and analyze mel—u«elmg—market cond1t10ns , REW-program

information, gfaﬁt-eppeﬁ&mﬁes—and availabili nd-buildings other economic
development programs; propose development 1mplementa’uon plan

Develop grant applications and reports: compute, collect, monitor and track grant data on

an on-going basis; provide statistics as appropriate.

Administer, monitor and evaluate contracts; participate in negotiating contracts with

outside vendors, consultants or organizations; monitor fiscal and legal liabilities of the
same: assist with contract management and administration.




PLACER COUNTY
Economic Development Specialist (Page 2)

Respond to inquiries from Coungy staff, developers, prospective ndustries;-other
businesses and the general public; determine focus/needs of inquiries and respond as
specifically as possible; and-make referrals and/or introductions as appropriate.

Act as liaison with businesses and pubhc/prlvate agencies; assist in arranging meetings,
conference and public information programs; and make presentations as directed.

Participate in tradeshows throughout the state representing the Office of Economic
Development.

Work with local county and city officials for retention and expansion of existing
businesses and recruitment of new businesses.

Prepare a variety of comDrehenswe studies, pronosals and reports related to program
activities and assigned projects.

. Prepare appropriate agenda reports, informational materials and other written materials
regarding the County’s Economic Development program and related activities.

Build and maintain positive working relationships with co-workers, other County
employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Knowledge of:
o Research methodology, including statistical evaluation and presentation.

e Principles of economics.

o Principles of economic development, including relationship of real estate, land
development and financing. ~

o Basic techniques of industrial and economic development.

¢ Basic mathematical principles.

e Preparation and presentation of informational and promotional materials.

o Inter-agency relationships, including = recognition of overlapping and/or
complementary requirements. ‘ .



PLACER COUNTY
Economic Development Specialist- (Page 3)

° Land development process and commercial building codes.

o Intra-governmental structure and dynamics, including the roles of local, regional,
state and federal jurisdictions in the development process.

¢ Community-based organizations interested in the promotion of industry, bus1ness
and private-public partnerships.

e Computer software, including word processing, spreadsheet and graphics
applications.

o Modern office procedures, methods and computer equipment.

Ability to:

e On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers, reports and special projects; identify and interpret technical
and numerical information; observe and problem solve operational and technical
policy and procedures.

‘e On acontinuous basis, sit at desk for long periods of time; intermittently twist to
reach equipment surrounding desk; perform simple grasping and fine manipulation;
use telephone, write or use a keyboard to communicate through written means; and
lift light weight.

o Prepare 1nformat10nal and promotional reports and materials, including press

releases.

o Perform imathematical a_nd statistical calculations accurately.

e Analyze grants, reports and various probosals.
e Compile, analyze and present statistical data in a meaningful way.
e Establish and maintain a wide network of public and private resource contacts.

e Understand and interpret fhe County's economic development policy as directed by
the Board of Supervisors and catried out by the Director of Economic Development.

e Work with various cultural and ethnic groups in a tactful aﬁd effective manner.

.o Obtain information through interviews; work wﬁh interruption; and work firmly and
courteously with the public.

e Analyze situations quickly and objectively and to determine proper course of action.

e Use a computer, calculator, typewriter, telephone, facsimile machine, postage meter
and photocopy machine. :

e Communicate clearly and concisely, both orally and in writing,

o__FEstablish and maintain effective working relationships with those contacted in the
course of work.



PLACER COUNTY |
Economic Development Specialist (Page 4)

Experience and Training

e Any combination of experience and training that would provide the required
knowledge and abilities is qualifying. A typical way to obtain the required
knowledge and abilities would be:

Experience: ,
One year of responsible professional economic development experience.
Training:

Equivalent to a bachele#'s-Bachelor's degree from an accredited college or
university with major course work in business or public administration,
economics, or a related field.

"~ License or Certificate:

e May need to possess a valid driver’s license as required by the position. Proof of
adequate vehicle insurance and medical clearance may also be required.-



PLACER COUNTY
" April 2000
July 2017

SENIOR-ECONOMIC DEVELOPMENT SPECIALIST - SENIOR

DEFINITION

To perform a variety of the more difficult and complex analytical and technical duties in
support of the County's economic development policy and program objectives; to provide
information and assistance to County staff, developers and the public; and to provide
professional-staff-assistance to the Ditector of Economic Development.

DISTINGUISHING CHARACTERISTICS

This -is the advanced ]oumey level classification within the Economic Development
Specialist series. This class is distinguished from the Economic Development Specialist
class by the assignment of the more difficult and complex analytical studies associated
with the Economic Development and research program activities. The SenierEconomic
Development Specialist - Senior may also exercise technical and functional supervision
over prefessienal-technical and clerical staff as assigned.

The Economic Development Specialist is the entry—journey level class within the
Economic Development Spec1alist series and is assigned the full range of duties.
Employees at this level receive -only occasional instruction or assistance as new or
unusual situations arise and are fully aware of the operating policies and procedures of
the DepafaﬁefH—Ofﬁce of Economic Development.

SUPERVISION RECEIVED AND EXERCISED

Recetves general direction and supervision from the Director of Economic Development
and may exercise technical and functional supervision over assigned staff.

EXAMPLES OF ESSENTIAL DUTIES — Duties may include, but are not limited to,
the following:

Collect, compile and analyze data abeutregarding economic conditions.and projects;
prepare informational and promotional reports, illustrative charts, tables and graphs, and

press releases.

Research, establish and maintain various files and data bases regarding economic
development;-. Organize and analyze me}uémg—market condltlons, nrew-program

information, grant-oppettunities-and-availebility« AgS other economic

development programs; propose development: 1mplementatlon plans

Develop gxant applications and reports; compute collect, monitor and track grant data on
an on-going basis; provide statlst1cs as appropriate.




PLACER COUNTY ‘
Senior Economic Development Specialist (Page 2)

Administer, monitor and evaluate contracts: participate in negotiating contracts with

outside vendors, consultants or organizations; monitor fiscal and legal liabilities of the
same; assist with contract management and administration.

Respond to inquiries from County staff, developers, prospective industries;-other
businesses and the general public; determine focus/needs of inquiries and respond as
specifically as possible; and-make referrals and/or introductions as appropriate.

Act as liaison with businesses and public/private agencies; assist in arranging meetings,
conference and public information programs; and make presentations as directed.

Participate in tradeshows throughout the state represent_g the Office of Economlc
Development.

Work with local county and city officials for retention and expansion of existing
businesses and recruitment of new businesses.

Prepé.re a variety of comprehensive studies, proposals and reports related to program
activities and assigned projects.

Coordinate and perform administrative and technical duties necessary to achleve program
| goals and objectives.

Prepare appropriate agend'a reports, informational materials and other written materials
| regarding the County’s Economic Development program and related activities.

Build and maintain positive working relationships with co-workers, other County
| employees and the public using principles of good customer service.

. Perform related duties as assigned.

- MINIMUM QUALIFICATIONS

‘ Knowledge of:

.o Research methodology, including statistical evaluation and presentation.

e Principles of economics.



PLACER COUNTY
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Principles of economic development, including relationship of real estate, land
development and financing.

Advanced math principles.

Principles and practices of supervision, training and personnel management.
Basic techniques of industrial and economic development.
Preparation and presenta’uon of informational and promotional materlals

Inter-agency relationships, including recognition of overlapping and/or
complementary requirements.

Land development process and commercial building codes.

Intra-governmental structure and dynamics, including the roles of local, reglonal
state and federal jurisdictions in the development process.

Commumty-based organizations interested in the promotion of industry, busmess
and private-public partnerships.

e Computer software, including word processing, spreadsheet and graphics

applications, GIS (Geographic Information Systems) experience using ESRI
Platform.

Modern office procedures, methods and computer equipment.

Ability to:

On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers, reports and special projects; identify and interpret technical
and numerical information; observe and problem solve operational and technical
policy and procedures.

On a continuous basis, sit at desk for long periods of time; intermittently twist to
reach equipment surrounding desk; perform simple grasping and fine manipulation;
use telephone, write or use a keyboard to communicate through written means; and

lift light weight.
Analyze complex issues and problems, identify and evaluate alternative solutions,
project consequences of proposed actions and implement recommendations in

support of goals.

Prepare informational and promotional reports and materials, including press
releases. '

Compile, analyze and present statistical data in a meaningful way.

Perform complex mathematical and statistical calculations accurately.

Analvyze grants, reports and various proposals.

Establish and maintain a wide network of public and private resource contacts.
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. Senior Economic Development Specialist (Page 4)

Understand and interpret the County's economic development policy as directed by
the Board of Supervisors and carried out by the Director of Economic Development,
under direction of the County Executive Officer.

Work with various cultural and ethnic groups in a tactful and effective manner.

Obtain information through intérviews; work with interruption; and work firmly and
courteously with the public. - '

Exercise initiative and sound judgement in solving difficult and complex
administrative and technical problems.

Use a computer, calculator, typewriter, telephone, facsimile machine;-postege-meter
and photocopy machine.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the
course of work.

Experience and Training

Any combination of experience and training that would provide the required
knowledge and abilities is qualifying. A typical way to obtain the required
knowledge and abilities would be: . :
Experience: |

Three years of responsible professional economic development experience.
Training: '

Equivalent to_aA bacheler's-Bachelor's degree from an accredited college or

university with major course work in business, finance, public administration,
economics, or a related field.

License or Certificate: ‘
e May need to possess a valid driver’s license as required by the position. Proof of

adequate vehicle insurance and medical clearance may also be required.
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HUMAN RESOURCES

DATE: - July 10,2017
TO: Civil Service Commission

FROM: Lori Walsh, Human Resources Director

SUBJECT: Review of Merit Increases for Eligible Classified County Employees

During the closed session of your meeting, your Commission will review the performance
evaluations of classified County employees pursuant to Government Code Section 54957.
For those classified County employees determined to be eligible for a merit increase, the
following motion is submitted for your consideration:

Motion to approve the classified merit awards set forth in the list dated July 10, 2017, pursuant
to Section 3.04.650 of the County Code.



